SAN  FRANCISCO  PUBLIC  LIBRARY 


3  1223  06446  4721 


/  m 


EMPLOYEE  HANDBOOK 


San  Francisco  Public  Library 

ACCESS  •  DISCOVER  •  EMPOWER 


November  1996 


DOCUMENTS  DEPT. 

DEC  12  1996 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


Civic  Center 
San  Francisco,  California  94102 


■repared  by: 

an  Francisco  Public  Library 
'ersonnel  Department 


San  Francisco  Public  Library 

Government  Information  Center 
San  Francisco  Public  Library 
100Lark;n  Street,  5th  Floor 
San  Francisco,  CA  94102 

REFERENCE  BOOK 

Not  to  be  taken  from  the  Library 


TABLE  OF  CONTENTS 


I.        San  Francisco  Public  Library  Overview 


Acknowledgments 
Letter  From  City  Librarian 


Introduction  1  - 1 

Mission  Statement  1-2 

American  Library  Association-Code  of  Ethics  1995  1-3 

ALA-Policy  Statement  on  Intellectual  Freedom  1-4 

Organizational  Chart  1-9 


II.       City  &  County  Employment  Policies  and  Notices 


Drug  Free  Workplace  Notice  2-1 

No  Strike  Provision  2-2 

California  Political  Reform  Act  2-3 

Policy  Prohibiting  Employee  Violence  in  the  Workplace  2-4 

III.      Equal  Employment  Opportunity 


Policy  For  Equal  Employment  Opportunity  &  Affirmative  Action_3-l 


Americans  With  Disabilities  Act  3-2 

Prohibiting  Slurs  3-2 

Prohibiting  Sexual  Harassment  3-3 

Language  Diversity  3-6 

Discrimination  Complaints  3-6 


IV.      Employment  Status 


The  Department  Of  Human  Resources  4-1 

How  Do  I  Find  Out  About  Exams  4-1 

Certification  Process  4-2 

Appointment  Types  4-3 

Probationary  Periods  4-4 

Layoffs  4-4 

Resignation  4-4 

Reappointment  4-4 


Employee  Handbook  Page 


Transfer  and  Reassignment  4-4 

Outside/ Additional  Employment  4-5 

Change  of  Address  4-5 

Employee  Identification  Badge  4-5 

Cardkey   4-6 


V.       Employee  Performance 


Attendance  Standards  5-1 

Standard  Working  Hours  5-1 

Standard  Breaks  5-1 

Tardiness   5-2 

Sick  Leave  Procedures  5-2 

Performance  Appraisals  5-4 

The  Purpose  of  the  Performance  Appraisal  5-4 

Performance  Appraisal  Rebuttals  5-4 

Performance  Appraisal  Schedule  Guidelines  5-5 

Rights  as  a  Permanent  Employee  5-6 

Reassignment  Requests  5-6 

Personnel  Files  5-7 

What's  in  the  Personnel  File  5-7 

Who  Has  Access?  5-7 

Where  is  it  Located?  5-8 

Adding  Items  to  Your  Personnel  File  5-8 

Removing  Items  From  Your  Personnel  File  5-8 


VI.      Employee  Benefits/Compensation 


Legal  Holidays 

6- 

•1 

Floating  Holidays 

6- 

•2 

Holiday  Compensation 

6- 

■2 

Special  Rules 

6- 

•2 

Vacation 

6- 

■3 

Leave  of  Absence  Provisions 

6- 

•4 

Time  Off  For  Voting 

6- 

-6 

A  Gift  of  Time  -  Transfer  of  Sick  Leave  and/or  Vacation  Credits 

6- 

•6 

Health  Service  System 

6- 

-6 

Extension  of  Benefits  During  a  Leave  of  Absence 

6- 

•7 

Extension  of  Benefits  Upon  Termination  of  Employment 

6- 

•7 

Section  125  -  Pretax  Benefits 

6- 

-7 

Dependent  Care  Program  Verses  Tax  Credit 

6- 

•7 

Retirement 

6- 

•8 

Vesting  Retirement 

6- 

•9 

Employee  Handbook  Page  ii 

3  1223  06446  4721 


Reciprocity  6-9 

Death  Beneficiary  6-9 

Pay  Periods  6-1 1 

Pay  Check/Stub  6-1 1 

Salary  Administration  6-1 1 

Salary  Step  Increases  6-1 1 

Automatic  Check  Deposit  6-12 

Check  Distribution  at  the  Worksite  6-12 

Paycheck  and  Pay  Statement  6-13 

Overtime  6- 1 7 

VII.    Union  Activities 


Negotiations  7- 1 

Employee  Relations  Division  7-1 

Shop  Stewards  and  Recognized  Union  Activities  7-2 

Grievance  Procedure  7-2 

VIII.   San  Francisco  Public  Library  Information  Policies 


Personnel  Office  Notes  8-1 

Building  Use  and  Care  For  Main  Library  8-2 

Use  of  Library  Resources,  Materials  and  Staff  Work  Time  8-3 

Public  Records  Procedures  8-4 

Public  Records  Act/Sunshine  Ordinance  Procedures  8-4 

Oral  Requests  For  Information  8-5 

Written  Requests  For  Records  8-5 

Response  Time  8-5 

"Immediate  Disclosure"  Requests  8-6 

Appointments  For  Inspection  8-6 

Reimbursement  Of  Copying  Cost  8-6 

Form  of  Requests  8-7 

Clarifications  8-7 

IX.      Training  and  Staff  Development 


Training  Mission  Statement  9-1 

Training  Purpose  9-1 

Training  Policy  9- 1 

Training  Procedures  9-1 

Drop-Outs  and  Absences  9-2 


Employee  Handbook 


Page 


iii 


Attendance  Sheets_  9-2 

Evaluation  of  Training  Programs  9-2 

Certificate  of  Participation  9-2 

Tuition  Reimbursement  9-3 

What  to  do  When  Requesting  Tuition  Reimbursement  9-3 

What  to  do  Once  You  Complete  the  Course  or  Workshop  9-3 

Staff  Training  and  Development  Committee  9-4 

Educational  Opportunities  Committee  (EOC)  9-4 

X.       Security  at  SFPL 


Library  Security  Department  10-1 


XL     Main  Library  Building  Emergency  Information  and  Branch  System 
Emergency  Information 


Main  Library  Building  Emergency  Information  11-1 

Fire  Alarm  System  11-1 

Fire  Extinguishers  11-1 

Fire  Alarm  &  Public  Address  Systems  1 1-1 

Fire  Public  Library  Script  11-1 

Exit  Staircases  1 1-1 

Script  for  all  Clear  11-1 

Earthquake  Script  11-1 

Procedures  for  Employees  with  Disabilities  11-2 

Procedures  for  Patrons  with  Disabilities  11-2 

Civil  Disturbances  1 1-2 

Medical  Emergency  1 1-2 

Bomb  Threat  11-2 

Branch  System  Emergency  Information  11-2 


XII.    Health  and  Safety 


Occupational  Injuries  and  Illness  12-1 

Worker's  Compensation  Procedure  12-1 

Material  Safety  Data  Sheets  12-3 

Employee  Information  and  Referral  Services  12-4 


Employee  Handbook 


Page 


XIII.   Volunteer  Services 


Volunteer  Services  13-1 

XIV.    Recycling  Program 

Recycling  Office  Paper  14-1 


Employee  Handbook 


Digitized  by  the  Internet  Archive 
in  2014 


https://archive.org/details/employeehandbook1996sanf 


ACKNOWLEDGMENTS 


This  Employee  Handbook  would  not  be  complete  without  acknowledging  the  collaborative 
efforts  by  Library  staff  to  create  a  Handbook  that  provides  pertinent  information  about  the 
Library  and  Civil  Service  operations. 

Various  staff  contributed  toward  this  project,  and  we  want  to  especially  thank  the  Library 
Administration  and  the  staff  in  the  Personnel  Department. 


Employee  Handbook 


WELCOME 


I  welcome  you  to  the  staff  of  the  San  Francisco  Public  Library  (SFPL).  You 
are  joining  the  staff  of  one  of  the  most  exciting  libraries  in  the  world.  San 
Francisco  now  has  a  world  class  building  and  the  Library  will  be  turning  its 
attention  to  reaching  levels  of  excellence  in  branch  collections, 
communications  and  in  our  staff. 

The  new  Main  Library  is  one  of  the  first  major  libraries  designed  for 
services  to  our  community  in  the  future.  In  less  than  nine  years,  SFPL 
covered  a  century  of  progress  by  creating  the  new  facility  designed  for  the 
21st  Century  as  opposed  to  the  19th  Century  design  of  the  old  Main  Library. 

As  we  turn  our  attention  to  other  elements  of  our  world  class  library,  I 
welcome  your  energy,  enthusiasm  and  dedication;  I  look  forward  to  your 
contribution  at  the  San  Francisco  Public  Library. 

Sincerely, 

Kenneth  E.  Dowlin 
City  Librarian 

San  Francisco  Public  Library 
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Section  One 


SAN  FRANCISCO  PUBLIC  LIBRARY  OVERVIEW 


Employee  Handbook 


Welcome  to  Employment  with  the  San  Francisco  Public  Library 

This  Employee  Handbook  is  for  your  continual  use  throughout  your  employment.  It  contains 
information  that  will  help  to  orient  you  about  San  Francisco  Public  Library,  its  policies, 
procedures,  employment  benefits  and  general  working  conditions. 

This  Employee  Handbook  in  some  cases  refers  to  information  in  summary,  and  in  the  form  of 
a  simplified  and  general  interpretation  of  the  original  sources  (Civil  Services  Commission 
Rules,  City  Charter,  City  policies,  Library  policies  and  memoranda).  Please  refer  directly  to 
those  manuals  or  documents  as  appropriate  for  greater  detail;  or  contact  your  supervisor, 
manager,  or  the  Library  Personnel  Department  for  additional  information  or  clarification. 

This  Employee  Handbook  will  be  subject  to  revisions  to  remain  current. 
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MISSION  STATEMENT 

The  San  Francisco  Public  Library  system  is  dedicated  to  free  and  equal 
access  to  information,  knowledge,  independent  learning  and  the  joys  of 
reading  for  our  diverse  Community. 
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AMERICAN  LIBRARY  ASSOCIATION 


Code  of  Ethics  -  1995 


I.  We,  the  American  Library  Association,  provide  the  highest  level  of  service  to 
all  library  users  through  appropriate  and  usefully  organized  resources;  equitable 
service  policies;  equitable  access;  and  accurate,  unbiased,  and  courteous 
responses  to  all  requests. 

II.  We  uphold  the  principles  of  intellectual  freedom  and  resist  all  efforts  to  censor 
library  resources. 

III.  We  protect  each  library  user's  right  to  privacy  and  confidentiality  with  respect 
to  information  sought  or  received  and  resources  consulted,  borrowed,  acquired 
or  transmitted. 

IV.  We  recognize  and  respect  intellectual  property  rights. 

V.  We  treat  co-workers  and  other  colleagues  with  respect,  fairness  and  good  faith, 
and  advocate  conditions  of  employment  that  safeguard  the  rights  and  welfare  of 
all  employees  of  our  institutions. 

VI.  We  do  not  advance  private  interests  at  the  expense  of  library  users,  colleagues, 
or  our  employing  institutions. 

VII.  We  distinguish  between  our  personal  convictions  and  professional  duties  and  do 
not  allow  our  personal  beliefs  to  interfere  with  fair  representations  of  the  aims 
of  our  institutions  or  the  provision  of  access  to  their  information  resources. 

VIII.  We  strive  for  excellence  in  the  profession  by  maintaining  and  enhancing  our 
own  knowledge  and  skills,  by  encouraging  the  professional  development  of  co- 
workers, and  by  fostering  the  aspirations  of  potential  members  of  the 
profession. 
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AMERICAN  LIBRARY  ASSOCIATION  POLICY  STATEMENT  ON 
INTELLECTUAL  FREEDOM 


Excerpt  from  the  ALA  Handbook  of  Organization  and  Membership  Directory,  chapter  ALA 
Policy  Manual,  Section  Two,  Positions  and  Public  Policy  Statements  [53]  on  Intellectual 
Freedom. 

53.1    Library  Bill  of  Rights 

The  American  Library  Association  affirms  that  all  libraries  are  forums  for 
information  and  ideas,  and  that  the  following  basic  policies  should  guide  their  services. 


,   1)       Books  and  other  library  resources  should  be  provided  to  the  interest, 

information,  and  enlightenment  of  all  people  the  community  the  library  serves. 
Materials  should  not  be  excluded  because  of  the  origin,  background,  or  views  of 
those  contributing  to  their  creation. 

2)  Libraries  should  provide  materials  and  information  presenting  all  points  of  view 
on  current  and  historical  issues.  Materials  should  not  be  proscribed  or  removed 
because  of  partisan  or  doctrinal  disapproval. 

3)  Libraries  should  challenge  censorship  in  the  fulfillment  of  their  responsibility  to 
provide  information  and  enlightenment. 

4)  Libraries  should  cooperate  with  all  persons  and  groups  concerned  with  resisting 
abridgment  of  free  expression  and  free  access  to  ideas. 

5)  A  person's  right  to  use  a  library  should  not  be  denied  or  abridged  because  of 
origin,  age,  background,  or  views. 

6)  Libraries  which  make  exhibit  spaces  and  meeting  rooms  available  to  the  public 
they  serve  should  make  such  facilities  available  on  an  equitable  basis,  regardless 
of  the  beliefs  or  affiliations  of  individuals  or  groups  requesting  their  use. 

Adopted  June  18,  1948.  Amended  February  2,  1961,  June  27,  1967,  and 
January  23,  1980,  by  the  ALA  Council. 

53.1.1  Challenged  materials  which  meet  criteria  for  selection  in  the  materials  selection  policy 
of  the  library  should  not  be  removed  under  any  legal  or  extra-legal  pressure. 
Adopted  1971,  revised  1990. 

(See  "Current  Reference  File":  Challenged  Materials:  An  Interpretation  of  the  Library 
Bill  of  Rights:  1989-90  CD#61.2.) 

53. 1.2  Expurgation  of  any  parts  of  books  or  other  library  resources  by  the  library,  its  agent,  or 
its  parent  institution  is  a  violation  of  the  Library  Bill  of  Rights  because  it  denies  access 
to  the  complete  work,  and,  therefore,  to  the  entire  spectrum  of  ideas  that  the  work  was 
intended  to  express.  Adopted  1973;  amended  1981,  1990. 

(See  "Current  Reference  File":  Expurgation  of  Library  Materials:  An  Interpretation  of 
the  Library  Bill  of  Rights,  revised  1990.  1989-90  CD#61.3) 


■  ■  r  ■ur^MMinfW^*ww  mis* j  twi 

Employee  Handbook 


Page  1  -  4 
(11/96) 


53.1.3  Members  of  the  school  community  involved  in  the  collection  development  process 
employ  educational  criteria  to  select  resources  unfettered  by  their  personal,  social,  or 
religious  views.  Students  and  educators  served  by  the  school  library  media  program 
have  access  to  resources  and  services  free  of  constraints  resulting  from  personal, 
partisan,  or  doctrinal  disapproval  and  which  reflect  the  linguistic  pluralism  of  the 
community.  School  library  media  professionals  resist  efforts  by  individuals  to  define 
what  is  appropriate  for  all  students  or  teachers  to  read,  view,  or  hear.  Adopted  1986, 
revised  1990. 

(See  "Current  Reference  File":  Access  to  Resources  and  Services  in  the  School  Library 
Media  Program:  An  Interpretation  of  the  Library  Bill  of  Rights:  1989-90 
CD#611.1) 

53.1.4  Denying  minors  access  to  certain  library  materials  and  services  available  to  adults  is  a 
violation  of  the  Library  Bill  of  Rights.  Librarians  and  governing  bodies  should  maintain 
that  parents-and  only  parents-have  the  right  and  the  responsibility  to  restrict  the  access 
of  their  children-to  library  resources.  Adopted  1972,  amended  1981,  1992. 

(See  "Current  Reference  File":  Free  Access  to  Libraries  for  Minors:  An  Interpretation 
of  the  Library  Bill  of  Rights.) 

53.1.5  Evaluation  of  library  materials  is  not  to  be  used  as  a  convenient  means  to  remove 
materials  presumed  to  be  controversial  or  disapproved  of  by  segments  of  the 
community. 

Adopted  1973,  amended  1981. 

(See  "Current  Reference  File":  Evaluating  Library  Collections:  An  Interpretation  of  the 
Library  Bill  of  Rights.) 

53.1.6  Attempts  to  restrict  library  materials  violate  the  basic  tenets  of  the  Library  Bill  of 
Rights.  Policies  to  protect  library  materials  for  reasons  of  physical  preservation, 
protection  from  theft,  or  mutilation  must  be  carefully  formulated  and  administered  with 
extreme  attention  to  the  principles  of  intellectual  freedom.  Adopted  1973,  amended 
1981,  1991. 

(See  "Current  Reference  File":  Restricted  Access  to  Library  Materials:  An 
Interpretation  of  the  Library  Bill  of  Rights.) 

53.1.7  Describing  or  designating  certain  library  materials  by  affixing  prejudicial  label  to  them 
or  segregating  by  a  prejudicial  system  is  an  attempt  to  prejudice  attitudes  and,  as  such, 
is  a  censor's  tool;  such  practices  violate  the  Library  Bill  of  Rights.  A  variety  of  private 
organizations  promulgate  rating  systems  and/or  review  materials  as  a  means  of  advising 
either  their  members  or  the  general  public  concerning  their  opinions  of  the  contents  and 
suitability  or  appropriate  age  for  use  of  certain  books,  films,  recordings,  or  other 
materials.  For  the  library  to  adopt  or  enforce  any  of  these  private  systems,  to  attach 
such  ratings  to  library  materials,  to  include  them  in  bibliographic  records,  library 
catalogs,  or  other  finding  aids,  or  otherwise  to  endorse  them  would  violate  the  Library 
Bill  of  Rights.  Adopted  1951,  amended  1971,  1981,  1990. 

(See  "Current  Reference  File":  Statement  on  Labeling:  An  Interpretation  of  the  Library 
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Bill  of  Rights 

53.1.8  Libraries  maintaining  exhibit  spaces  and  bulletin  boards  for  outside  groups  and 
individuals  should  develop  and  publish  statements  governing  use  to  assure  that  space  is 
provided  on  a  equitable  basis  to  all  groups  which  request  it.  A  publicly  supported 
library  may  limit  use  of  its  exhibit  space  to  strictly  "library  related"  activities,  provided 
that  the  limitation  is  clearly  circumscribed  and  is  viewpoint  neutral.  Libraries  may 
include  in  this  policy  rules  regarding  the  time,  place  and  the  manner  of  use  of  the 
exhibit  space,  so  long  as  the  rules  are  content  neutral  and  are  applied  in  the  same 
manner  to  all  groups  wishing  to  use  the  space.  Adopted  1991. 

(See  "Current  Reference  File":  Exhibit  Space  and  Bulletin  Boards:  An  Interpretation  of 
the  Library  Bill  of  Rights.) 

53.1.9  Libraries  maintaining  room  facilities  should  develop  and  publish  statements  governing 
use.  These  statements  can  properly  define  time,  place  or  manner  of  use;  such 
qualifications  should  not  pertain  to  the  content  of  a  meeting  or  to  the  beliefs  or 
affiliations  of  the  sponsors.  If  meeting  rooms  in  libraries  supported  by  public  funds  are 
made  available  to  the  general  public  for  non-library  sponsored  events,  the  library  may 
not  exclude  any  group  based  on  the  subject  matter  to  be  discussed  or  based  on  the  ideas 
that  the  group  advocates.  A  publicly  supported  library  may  limit  use  of  its  meeting 
rooms  to  strictly  "library  related"  activities,  provided  that  the  limitation  is  clearly 
circumscribed  and  is  viewpoint  neutral.  Adopted  1991. 

(See  "Current  Reference  File":  Meeting  Rooms:  An  Interpretation  of  the  Library  Bill 
of  Rights.) 

53.1.10  Policy  on  library  initiated  programming  should  set  forth  the  library's  commitment  to 
free  access  to  information  and  ideas  for  all  users.  Library  select  programs  based  on  the 
interests  and  information  needs  of  the  community.  Libraries  serving  multilingual  and 
multicultural  communities  make  efforts  to  accommodate  the  information  needs  of  those 
for  whom  English  is  a  second  language.  Adopted  1982,  amended  1990. 

(See  "Current  Reference  File":  Library-Initiated  Programs  as  a  Resource:  An 
Interpretation  of  the  Library  Bill  of  Rights.) 

53.1.11  Librarians  have  a  professional  responsibility  to  be  inclusive,  not  exclusive,  in 
collection  development  and  in  the  provision  of  interlibrary  loan.  Access  to  all  materials 
legally  obtainable  should  be  assured  to  the  user  and  policies  should  not  unjustly  exclude 
materials  even  if  offensive  to  the  librarian  or  the  user.  Collection  development  should 
reflect  the  philosophy  inherent  in  Article  2  of  the  Library  Bill  of  Rights.  A  balanced 
collection  reflects  diversity  of  materials,  not  equality  of  numbers.  Collection 
development  responsibilities  include  selecting  materials  in  the  languages  in  common  use 
in  the  community  which  the  library  serves.  Collection  development  and  the  selection  of 
materials  should  be  done  according  to  professional  standards  and  established  selection 
and  review  procedures. 

Librarians  have  an  obligation  to  protect  library  collections  from  removal  of  materials 
based  on  personal  bias  or  prejudice,  and  to  select  and  support  the  acquisition  of 
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materials  on  all  subjects  that  meet,  as  closely  as  possible,  the  needs  and  interest  of  all 
persons  in  the  community  which  the  library  serves.  This  includes  materials  that  reflect 
political,  economic,  religious,  social,  minority,  and  sexual  issues.  Adopted  1882, 
amended  1990. 

{See  "Current  Reference  File":  Diversity  in  Collection  Development:  An  Interpretation 
of  the  Library  Bill  of  Rights:  1989-90  CD#61.3) 

53.1.13  Recognizing  that  libraries  cannot  act  in  loco  parentis,  policies  which  set  minimum  age 
limits  for  access  to  videotapes  and/or  audiovisual  material  and  equipment  with  or 
without  parental  permission  abridge  library  use  for  minors.  Nevertheless,  ALA 
acknowledges  and  supports  the  exercise  by  parents  of  their  responsibility  to  guide  their 
own  children's  viewing,  using  published  reviews  of  films  and  videotapes  and/or 
reference  works  which  provide  information  about  the  content,  subject  matter,  and 
recommended  audiences. 

Adopted  1989,  revised  1991. 

{See  "Current  Reference  File":  Access  for  Children  and  Young  People  to 
Videotapes  and  Other  Nonprint  Resources:  An  Interpretation  of  the  Library  Bill 
of  Rights:  1988-89  CD#92.6.) 

53.1.14  The  American  Library  Association  opposes  the  charging  of  user  fees  for  the  provision 
of  information  by  all  libraries  and  information  services  that  receive  their  major  support 
from  public  funds.  All  information  resources  that  are  provided  directly  or  indirectly  by 
the  library,  regardless  of  technology,  format,  or  methods  of  delivery,  should  be 
readily,  equally,  and  equitable  accessible  to  all  library  users.  The  ALA  opposes  any 
legislative  or  regulatory  attempt  to  impose  content  restrictions  on  library  resources,  or 
to  limit  user  access  to  information,  as  a  condition  of  funding  for  publicly  supported 
libraries  and  information  services.  Adopted  1993. 

{See  also  Policies  50.3,  50.8,  60.1,  and  61.1.)  {See  "Current  Reference  File":  Economic 

Barriers  to  Information  Access:  An  Interpretation  of  the  Library  Bill  of  Rights:  1992-93 
CD#26.6.2.) 

53.1.15  The  American  Library  Association  stringently  and  unequivocally  maintains  that 
libraries  and  librarians  have  an  obligation  to  resist  efforts  that  systematically  exclude 
materials  dealing  with  any  subject  matter,  including  gender,  homosexuality, 
bisexuality,  lesbianism,  heterosexuality,  gay  lifestyles,  or  any  facet  of  sexual 
orientation.  The  Association  also  encourages  librarians  to  proactively  support  the  First 
Amendment  rights  of  all  library  users,  including  gays,  lesbians,  and  bisexuals.  Adopted 
1993. 

{See  "Current  Reference  File":  Access  to  Library  Resources  and  Services  Regardless  of 

Gender  or  Sexual  Orientation:  An  Interpretation  of  the  Library  Bill  of  Rights:  1992-93 
CD#26.6.3.) 

53.2  Freedom  to  View 

The  American  Library  Association  endorses  Freedom  to  View,  a  statement  of 
the  American  Film  and  Video  Association. 
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(See  "Current  Reference  File":  Freedom  to  View,  revised  1990;  1989-90  CD#61.5.) 

53.3  Freedom  to  Read 

The  American  Library  Association  endorses  Freedom  to  Read,  a  joint  statement 
by  the  American  Library  Association  and  the  Association  of  American  Publishers. 

(See  "Current  Reference  File":  Freedom  to  Read.) 

53.3.1  Linguistic  Pluralism 

The  American  Library  Association  opposes  all  language  laws,  legislation,  and 
regulations  which  restrict  the  rights  of  citizens  who  speak  and  read  languages  other  than 
English,  and  those  language  laws,  legislation,  and  regulations  which  abridge  pluralism 
and  diversity  in  library  collections  and  services.  The  Association  works  with  state 
associations  and  other  agencies  in  devising  ways  to  counteract  restrictions  arising  form 
existing  language  laws  and  regulations,  and  encourages  and  supports  the  provision  of 
library  resources  and  services  in  the  languages  in  common  use  in  each  community  in 
the  United  States. 

53.4  Governmental  Intimidation 

The  American  Library  Association  opposes  any  use  of  government  prerogatives 
which  leads  to  the  intimidation  of  the  individual  or  the  citizenry  from  the  exercise  of 
free  expression.  ALA  encourages  resistance  to  such  abuse  of  government  power,  and 
supports  those  against  whom  such  governmental  power  has  been  employed. 
53.3    Shield  Laws 

The  American  Library  Association  supports  the  enactment  by  Congress  of  a 
broad  and  effective  federal  shield  law.  The  Association  exhorts  its  chapters  to  work 
vigorously  for  the  enactment  of  broad  and  effective  shield  laws  in  every  state. 

53.6  Loyalty  Oaths 

The  American  Library  Association  protests  conditions  of  employment  predicated 
on  inquiries  into  library  employees'  thoughts,  reading  matter,  associates,  or 
memberships  in  organizations.  The  Association  also  protests  compulsory  affirmations 
of  allegiance  as  a  condition  of  employment  in  libraries  and  calls  on  libraries  not  to 
impose  loyalty  tests  or  oaths  as  conditions  of  employment. 

53.7  Destruction  of  Libraries 

The  American  Library  Association  deplores  the  destruction  of  libraries,  library 
collections  and  property,  and  the  disruption  of  the  educational  process  by  that  act, 
whether  it  be  done  by  individuals  or  groups  of  individuals  and  whether  it  be  the  name 
of  honest  dissent,  the  desire  to  control  or  limit  thought  or  ideas,  or  for  any  other 
purpose. 
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CITY  AND  COUNTY  EMPLOYMENT 
POLICIES  AND  NOTICES 
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DRUG  FREE  WORKPLACE 


In  conformance  with  the  Federal  Drug  Free  Workplace  Act,  on  January  25,  1990,  the  Civil 
Service  Commission  issued  a  memorandum  reaffirming  the  City's  commitment  to  a  drug  free 
workplace.  As  a  result,  the  Civil  Service  Commission  has  required  posting  and  distributing  to 
all  new  employees,  of  the  "Drug  Free  Workplace  Notice".  This  notice  in  its  entirety  reads  as 
follows: 

"It  is  unlawful  to  manufacture,  distribute,  dispense,  possess, 
or  use  a  controlled  substance  in  the  workplace.  Any 
employee  violating  this  prohibition  shall  be  subject  to 
discipline  up  to  and  including  termination  and/or  will  be 
required  to  complete  a  drug  assistance  or  rehabilitation 
program. 

Each  employee  engaged  in  activities  funded  by  grant  must 
notify  the  department  head  (City  Librarian)  of  any  criminal 
drug  statute  conviction  for  a  violation  occurring  in  the 
workplace  no  later  than  five  (5)  days  after  such  conviction. 
Contact  the  Library  Personnel  department  for  more 
information. " 

For  information  about  the  dangers  of  drug  abuse  in  the  workplace  as  well  as  counseling  and 
rehabilitation  services  available,  contact  the  Employee  Assistance  Program  (E.A.P.)  at  554- 
9580. 

The  San  Francisco  Public  Library  is  in  full  support  of  the  commitment  of  the  Civil  Service 
Commission  and  the  Mayor  to  ensure  and  maintain  a  drug  free  work  place. 
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CHARTER  PROVISION  RELATING  TO  DISCIPLINARY  ACTION  AGAINST 
STRIKING  EMPLOYEES  OTHER  THAN  MEMBERS  OF  THE  POLICE  AND  FIRE 
DEPARTMENT 

This  Charter  Section  was  passed  by  the  electorate  on  November  2,  1976.  The  impetus  for  the 
passage  of  this  Charter  section  was  the  public's  dissatisfaction  with  the  38-day  strike  by  certain 
segments  of  the  City  and  County's  work  force.  It  was  the  public's  intention  to  require 
dismissal  of  any  striking  employee.  The  section  establishes  a  committee  of  five  (5)  members  - 
the  president  of  the  Civil  Service,  Public  Utilities,  Airport,  Fire,  and  Police  Commissions  -  to 
carry  out  the  dismissals. 

Significantly,  Section  8.346  removes  any  discretionary  ability  from  the  Mayor's  Office,  Board 
of  Supervisors,  Civil  Service  Commission,  department  heads,  etc.,  in  processing  the 
disciplinary  penalties  against  striking  employees  if  they  have  engaged  in  any  form  of  job  action 
including: 

"...the  willful  failure  to  report  for  duty,  the  willful  absence  from  one's  position, 
any  concerted  stoppage  or  slowdown  of  work,  any  concerted  interruption  of 
operations  or  services  by  employees,  or  the  willful  abstinence  in  whole  or  in  part 
from  the  full,  faithful,  and  proper  performance  of  the  duties  of  employment,  for 
the  purpose  of  inducing,  influencing,  or  coercing  a  change  in  the  conditions  of 
employment. . . " 

The  Charter  provision  also  indicates  that  "  No  person  exercising  any  authority, 
supervision,  or  direction  over  any  municipal  employee  shall  have  the  power  to 
authorize,  approve,  or  consent  to  a  strike  by  any  one  or  more  municipal 
employees,  and  such  person  shall  not  authorize,  approve,  or  consent  to  such 
strike.  No  officer,  board,  commission,  or  committee  of  the  City  and  County  of 
San  Francisco  shall  have  the  power  to  grant  amnesty  to  any  person  who  has 
violated  any  of  the  provisions  of  this  section,  and  such  officer  or  bodies  shall  not 
grant  amnesty  to  any  person  who  has  violated  any  of  the  provisions  of  this 
section..." 

A  number  of  employees  have  asked  whether  Section  8.346  remains  legally  enforceable  in  light 
of  a  recent  case  holding  that  certain  public  employee  strikes  are  not  per  se  illegal  under  State 
law.  The  City  Attorney  informs  us  that  the  case.  Los  Angeles  County  Sanitation  Dist.  No.  2 
v.  Los  Angeles  County  Employees  Association,  does  not  affect  Charter  prohibitions  on  strikes. 
Therefore,  Section  8.346  remains  enforceable. 
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CALIFORNIA  POLITICAL  REFORM  ACT  -  CONFLICT  OF  INTEREST 

In  1974,  California  voters  adopted  the  "California  Political  Reform  Act."  This  act  established 
strict  requirements  for  all  officials  to  prevent  them  from  influencing  decisions  that  would 
benefit  them  personally  or  financially.  The  City  Attorney's  office  has  interpreted  "officials"  to 
be  any  employee  acting  in  the  capacity  of  their  position  with  the  City  and  County  of  San 
Francisco. 

Essential  Requirements 

There  are  two  essential  requirements  of  the  Act. 

1 .  There  are  specific  classifications  that  require  individuals  to  file  statements  of 
economic  interest.  Specifically,  any  individuals  occupying  a  designated  classification 
must  file  a  completed  Form  730  both  annually  and  within  30  days  of  appointment, 
promotion,  transfer,  or  separation.  (Form  730  is  located  in  the  City  Librarian's  Office.) 

2.  Any  employee  must  disqualify  himself/herself  from  participation  in  or  influencing  a 
decision  from  which  the  employee  could  profit  or  in  which  the  employee  has  certain 
economic  interests.  Gifts,  tickets  and  passes  are  considered  income  and  thus  subject  to 
disclosure  and  disqualification  requirements. 

Designated  Positions  (This  listing  of  designated  positions  is  subject  to  change.) 

City  Librarian 

Assistant  to  the  City  Librarian 
Chiefs  and  Coordinators 
Secretary  to  the  Library  Commission 
Librarians,  Order  Department 
Librarian,  S.F.  History  Room 
Librarian,  Special  Collections 
Librarian,  Periodical  Processing 
Finance  Director 
Contract  Purchasing  Specialist 
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POLICY  PROHIBITING  EMPLOYEE  VIOLENCE  IN  THE  WORKPLACE 


The  San  Francisco  Public  Library  adopts  the  policy  of  the  City  and  County  of  San  Francisco  to 
require  employees  to  treat  co-workers  and  members  of  the  public  with  courtesy  and  respect. 
The  Library  will  not  tolerate  any  assaults,  battery  or  threats  or  acts  of  violence  by  employees 
in  the  workplace. 

Library  employees  are  also  prohibited  from  bringing  weapons  to  the  job.  Weapons  include,  but 
are  not  limited  to,  firearms,  knives  or  weapons  defined  in  the  California  Penal  Code  Section 
12020. 

Failure  to  comply  with  this  policy  may  result  in  employee  discipline  up  to  and  including 
termination. 

Employees  have  the  responsibility  to  report  any  threats  or  acts  of  violence  to  their  respective 
supervisors.  Supervisors  and  managers  through  the  City  Librarian  or  designee  have 
responsibility  to  investigate  any  reported  incidents  of  threats  or  acts  of  violence  by  any 
employees  and  to  take  appropriate  action. 

Appropriate  action  taken  by  the  City  Librarian,  or  designee  may  include,  but  is  not  limited  to, 
one  or  more  of  the  following  depending  on  the  nature  of  the  threat  or  act  of  violence. 

Calling  Emergency  Response  "911,"  if  the  threat  is  immediate  and  life 
threatening; 

Placing  the  employee  on  administrative  leave  in  accordance  with  Charter  Section 
A8.341  or  suspension  or  other  applicable  labor  contracts; 

Referring  the  matter  to  the  City  Attorney  to  determine  if  a  restraining  order  is 
appropriate; 

Requesting  the  Human  Resources  Director  to  schedule  a  medical  examination  to 
determine  fitness  for  duty; 

Imposing  disciplinary  action  up  to  and  including  dismissal  or  termination; 

Admonishing  the  employee(s)  that  such  behavior  is  unacceptable  and  will  not  be 
tolerated; 

Referring  the  employee  to  the  Employee  Assistance  Program  or  to  a  health 
care/medical  provider; 
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Referring  to  the  Employee  Assistance  Program  or  other  support  services, 
employees  who  are  a  potential  or  actual  target  of  an  act  or  threat  of  violence; 

Other  measures  may  be  taken  as  appropriate  under  the  circumstances. 
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POLICY  FOR  EQUAL  EMPLOYMENT  AND  AFFIRMATIVE  ACTION 

The  policy  of  the  San  Francisco  Public  Library  of  the  City  and  County  of  San  Francisco 
prohibits  discrimination  of  any  applicant  or  current  employee  seeking  employment  or 
promotional  opportunities.  The  selection  of  employees  will  be  made  on  the  basis  of 
examination  and  abilities  to  perform  the  duties  of  the  job. 

Enforcement  of  the  laws  against  discrimination  shall  be  carried  out  at  every  level  of  each 
division  and  no  person  in  the  classified  service  or  seeking  admission  thereto,  shall  be 
appointed,  reduced,  removed  or  in  any  way  favored  or  discriminated  against  in  employment  or 
opportunity  for  employment  because  of  race,  religion,  sex,  national  origin,  ethnicity,  age, 
physical  handicap  or  other  disabilities  including  actual  or  perceived  conditions  of  AIDS,  ARC 
or  having  been  tested  positive  for  HIV,  political  affiliation,  sexual  orientation,  color,  ancestry 
marital  status  or  medical  condition  (cancer-related). 

The  San  Francisco  Public  Library  Personnel  Department  is  responsible  for  developing  an 
Affirmative  Action  Plan,  providing  employees  and  managers  the  tools  necessary  to  ensure  a 
productive  workplace  free  of  discrimination,  and  responding  to  questions  regarding 
departmental  equal  employment  opportunity  and  affirmative  action  policies  and  procedures. 

The  Library  is  committed  to  fostering  equitable,  non-discriminatory  employment  practices  and 
to  promoting  employment  opportunities  for  historically  disadvantaged  groups.  As  part  of  its 
affirmative  action  policy,  the  library  has  established  four  ongoing  objectives: 

To  attain  a  work  force  in  all  job  categories  which  substantially  reflects  the  general  labor 
force  in  San  Francisco. 

To  work  towards  developing  a  labor  force  of  library  professionals  which  is  reflective  of 
the  diversity  in  the  general  population. 

To  maintain  compliance  with  all  applicable  local,  state  and  federal  laws,  guidelines  and 
regulations  concerning  affirmative  action. 

To  foster  a  work  environment  which  respects  the  wide  diversity  of  its  employees. 

As  a  part  of  this  effort,  the  Library  actively  recruits  minorities  for  library  jobs,  and  has 
sponsored  eligible  candidates  for  minority  scholarships  to  master's  programs  in  library  science. 
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AMERICANS  WITH  DISABILITIES  ACT 

The  City  and  County  of  San  Francisco  and  the  San  Francisco  Public  Library  are  working  to 
provide  a  work  environment  that  is  sensitive  to  the  needs  and  interests  of  persons  with 
disabilities.  Under  the  terms  of  the  Americans  With  Disabilities  Act  (ADA),  the  Library  offers 
equal  employment  opportunity  and  reasonable  accommodation  in  the  workplace  for  people 
with  disabilities. 

The  ADA  protects  a  wide  range  of  individuals  including  those  with  significant  physical  or 
mental  impairments  or  who  have  prior  history  of  impairment;  those  "regarded  as  having  a 
disability"  (even  if  they  do  not);  or  those  who  live  with  or  have  a  relationship  with  a  person 
with  disabilities.  Some  conditions  are  specifically  excluded. 

Under  the  provisions  of  the  ADA,  reasonable  accommodations  may  be  made  in  cases  where  a 
disability  does  not  impair  a  person's  ability  to  perform  the  essential  functions  of  a  job. 
Essential  job  functions  are  based  on  the  purpose  of  the  job  and  the  importance  of  actual  job 
functions  in  achieving  this  purpose.  All  accommodations  must  be  evaluated  on  a  case-by-case 
basis. 

Examples  of  accommodation  that  might  be  considered  include  restructuring  job  assignments, 
adjustments  in  the  work  schedule,  staff  transfer,  special  equipment  or  assistants  such  as  readers 
for  the  visually  impaired.  To  evaluate  if  any  accommodation  is  reasonable,  the  Library  will 
consider  cost,  available  resources,  the  effect  on  other  employees  or  library  operations,  and 
whether  required  physical  modifications  are  temporary  or  permanent. 

In  creating  a  work  environment  that  is  welcoming  to  persons  with  disabilities,  all  employees 
should  be  sensitive  and  should  treat  all  people  with  disabilities  -  both  employees  and  patrons  - 
with  fairness  and  dignity. 

POLICY  PROHIBITING  THE  USE  OF  SLURS 

It  is  the  policy  of  the  City  and  County  of  San  Francisco,  and  each  of  its  Officials,  employees 
and  agents  acting  in  their  official  capacity,  to  treat  all  persons  equally  and  respectfully,  and  to 
refrain  from  the  willful  or  negligent  use  of  slurs  against  any  person  on  the  basis  of  race,  color, 
creed,  national  origin,  ancestry,  age,  sex,  sexual  orientation  or  disability.  A  slur,  as  used  in 
this  policy,  is  a  word  or  combination  of  words  that  by  its  very  utterance  inflicts  injury,  offers 
little  opportunity  for  response,  appeal  not  to  rational  faculties,  or  is  an  unessential  or  gratuitous 
part  of  any  expositiop  of  fact  or  opinion.  All  persons  are  entitled  by  law  to  the  right  of  equal 
treatment  and  respect.  Slurs  deprive  members  of  the  protected  groups  of  this  right  by  holding 
them  up  to  pyblic  contempt,  ridicule,  shame,  and  disgrace  and  causing  them  to  be  shunned, 
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avoided  or  injured  in  their  occupation.  By  promoting  ill  will  and  rancor,  slurs  diminish  peace 
and  order. 


The  use  of  such  slurs  by  city  officials  and  employees  will  be  considered  by  Commissions, 
Departments,  Agencies,  Board  or  Appointing  Authorities  as  prima  facie  evidence  of  the  lack  of 
competence  of  said  city  officials  and  employees.  Evidence  of  usage  of  such  slurs  shall  be 
entered  in  job  performance  evaluations  and  shall  be  considered  in  evaluating  the  fitness  of  city 
employees. 


PROHIBITING  SEXUAL  HARASSMENT 


Policy 

Each  city  employee  has  the  right  to  work  in  an  environment  free  of  discrimination,  including 
sexual  harassment.  Sexual  harassment  is  prohibited  by  local  ordinance  as  well  as  state  and 
federal  law  (the  San  Francisco  administrative  Code,  Section  16.9-25,  Chapter  6  of  the 
California  Fair  Employment  and  Housing  Act,  and  Title  VII  of  the  Civil  Rights  Act  of  1964, 
as  amended).  Sexual  Harassment  is  unacceptable  and  will  not  be  tolerated  in  the 
workplace.  This  policy  applies  to  all  employees  and  includes  the  prohibition  of  sexual 
harassment  of  employees  by  clients  and  contractors  of  the  City  and  County  of  San  Francisco. 
It  is  the  policy  of  the  City  and  County  of  San  Francisco  and  the  San  Francisco  Public  Library 
to  provide  a  workplace  in  which  all  individuals  are  treated  with  respect  and  dignity. 

This  policy  applies  to  all  phases  of  employment,  including  but  not  limited  to  recruitment, 
testing,  hiring,  upgrading,  promotion  or  demotion,  transfer,  layoff,  termination,  benefits  and 
selection  for  training. 


Definition  of  Sexual  Harassment 


Sexual  harassment  is  defined  as  any  unwelcome  and  unsolicited  sexual  advances  and  or 
conduct,  request  for  sexual  favors  and  other  verbal,  physical  or  visual  forms  of  conduct  of  a 
sexual  nature. 

Behavior  which  constitutes  sexual  harassment  includes,  but  is  not  limited  to: 

1.  Verbal  harassment,  e.g.  epithets,  jokes,  repeated  requests  for  dates  which  are 
unwelcome,  derogatory  comments  or  slurs;  which  are  sexual  in  nature. 

2.  Non-verbal  harassment,  which  is  sexual  in  nature  and  unwelcome,  e.g.,  staring, 

leering,  lewd  gestures. 
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3.  Physical  harassment,  e.g.  assault,  impeding  or  blocking  movement,  gestures,  or 
any  physical  interference  with  normal  work  or  movements. 


4.  Visual  forms  of  harassment,  e.g.  derogatory  posters,  letters,  poems,  graffiti, 
cartoons  or  drawings;  or 

5.  Requests  for  sexual  favors  or  unwanted  sexual  advances. 

Sexual  harassment  occurs  when  this  behavior  unreasonably  interferes  with  work  performance, 
creates  an  intimidating,  hostile  or  offensive  working  environment,  influences  or  affects  the 
career,  salary,  working  conditions,  job,  or  other  aspects  of  career  development  of  an  employee 
or  prospective  employee,  or  is  an  explicit  or  implicit  term  or  condition  of  employment. 

The  following  behavior  by  City  officials  and  supervisory  employees  constitutes  sexual 
harassment: 


1.  Failing  to  take  corrective  action  when  officials  or  supervisory  employees  know,  or 
reasonably  should  know,  that  an  employee  in  the  line  of  supervision  is  being  subjected  to 
prohibited  sexual  harassment  on  the  job  by  anyone;  or 

2.  Retaliation  against  an  employee  or  applicant  for  employment  because  of  complaint  that  an 
employee  or  applicant  was  subjected  to  sexual  harassment. 


Complaint  Procedure 

Any  employee  or  applicant  for  employment  who: 

•  believes  he  or  she  is  the  subject  of  sexual  harassment,  or 

•  is  aware  of  a  sexually  hostile  or  offensive  work  environment,  or  other  sexual 
harassment,  or 

•  believes  he  or  she  has  been  retaliated  against  for  making  a  good  faith  complaint  or 
report  of  sexual  harassment,  or  for  participating  or  aiding  in  a  investigation  of  sexual 
harassment 


should  immediately  report  the  alleged  incident  to  their  supervisor  or  manager.  The  supervisor 
or  manager  receiving  the  complaint  shall  inform  the  Department  head  of  such  complaint  within 
three  working  days  of  the  alleged  act. 

Upon  receipt  of  such  information,  the  Department  head  shall  report  the  alleged  sexual 
harassment  complaint  within  five  working  days  to  the  Human  Resources  Director  and  the 
Equal  Employment  Opportunity  Division  of  the  Department  of  Human  Resources.  A  letter 
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signed  by  the  employee  to  the  Human  Resources  Director  shall  specify  those  facts  and  reasons 
which  support  the  charge  stating  the  specific  adverse  action  about  which  the  employee  or 
applicant  is  complaining  and  relief  that  the  employee  is  requesting. 

Filing  Deadline  Requirement 

Complaints  of  sexual  harassment  may  be  filed  within  one  hundred  and  eighty  (180)  days  of  the 
alleged  discriminatory  action. 

Confidential  Counseling  Services:  If  an  individual  prefers  to  handle  the  situation  him/herself 
with  the  assistance  of  a  trained  counselor,  s/he  may  contact  the  San  Francisco  City  and  County 
Employee  Assistance  Program,  1360  Mission  Street,  Fourth  Floor,  San  Francisco,  CA  94103 
(415-554-9580)  This  counseling  program  offers  confidential  services  including  mediation. 
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LANGUAGE  DIVERSITY  POLICY 


On  November  6,  1989,  the  Civil  Service  Commission  adopted  a  City-Wide  policy  regarding 
with  few  exceptions,  an  employee's  use  of  a  language  other  than  English  in  the  workplace  is  a 
legally  protected  right.  A  portion  of  this  policy  reads  as  follows: 

"The  San  Francisco  Civil  Commission  finds  that  the  cultural 
and  racial  composition  of  the  City's  citizens  and  of  its 
workforce  has  changed.  Therefore,  it  is  desirable  to 
promulgate  a  policy  which  fosters  acceptance  and  prevents 
intergroup  tensions  as  related  to  the  use  of  languages  other 
than  English  in  the  provision  of  public  services  and  the 
employment  of  individuals  whose  primary  language  is  not 
English. 

The  San  Francisco  Civil  Service  Commission  reaffirms  its 
equal  employment  opportunity  policy  that  ensures  the 
employment  of  an  ethnically  and  culturally  diverse 
workforce  wherein  individuals  shall  enjoy  equal  application 
of  the  terms  and  conditions  of  employment,  including  the 
right  to  speak  their  primary  language." 

Any  rule  which  requires  employees  to  speak  only  English  at  all  times  may  result  in  unlawful 
discrimination.  Accordingly,  the  Library,  and  any  other  City  and  County  department  may  have 
a  rule  requiring  that  employees  speak  only  English  at  certain  times,  if  the  department  can  show 
that  the  rule  is  justified  by  business  necessity;  notifies  employees  of  the  rule  and  of  the 
circumstances  when  speaking  only  English  is  required;  and  informs  employees  of  the 
consequences  of  violating  the  rule. 

DISCRIMINATION  COMPLAINTS 

Employees  of  the  San  Francisco  Public  Library  who  experience  or  observe  discrimination  are 
encouraged  to  raise  concerns  at  the  earliest  possible  time  with  their  supervisors,  Cluster 
Manager,  Chief  of  their  division.  If  employees  do  not  feel  comfortable  raising  concerns  at  this 
level,  employees  are  encouraged  to  contact  and  inform  the  Library  Personnel  Department  or 
the  Department  of  Human  Resource  Equal  Employment  Opportunity/Affirmative  Action 
Office  (EEO/AA)  at  554-4736. 

Investigations  into  complaints  will  be  made  and  every  effort  will  be  taken  to  resolve  concerns 
or  complaints  in  an  expeditious  manner. 
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Complaints  directed  to  the  Library  Personnel  Department  or  the  Civil  Service  EEO  Unit  must 
be  filed  within  30  days  of  the  alleged  discriminatory  act  or  within  30  days  of  the  date  the 
complainant  should  have  been  aware  of  the  alleged  violation. 

Outside  of  the  San  Francisco  Public  Library,  formal  complaints  of  discrimination  may  be  filed 
with  the  following  agencies: 


City  and  County  of  San  Francisco 
Department  of  Human  Resources 
Equal  Employment  Opportunity  Unit 
44  Gough  Street  1st.  Floor 
San  Francisco,  California  94102 
554-4736 

State  Department  of  Fair  Employment  and  Housing 

30  Van  Ness  Avenue 

San  Francisco,  California  94102 

557-2005 

Equal  Employment  Opportunity  Commission 
901  Market  Street,  Suite  390 
San  Francisco,  California  94103 
744-7335 
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Section  Four 


EMPLOYMENT  STATUS 


THE  DEPARTMENT  OF  HUMAN  RESOURCES 


As  a  new  employee  in  this  organization,  you  have  already  achieved  a  significant 
accomplishment,  that  is  being  hired.  This  is  not  an  easy  task  given  the  complexity  of  a  public 
organization  such  as  the  City  and  County  of  San  Francisco.  You  had  to  figure  out  where  to 
find  out  about  job  opportunities,  how  to  complete  application  and  examination  requirements, 
compete  in  an  examination  and  selection  process,  and  be  selected.  However,  your  career 
development  will  more  than  likely  not  stop  with  your  current  position.  You  will  probably 
want  to  learn  about  other  career  opportunities  that  may  be  available  to  you  in  the  future.  In 
order  to  do  this,  you  must  take  the  initiative  to  manage  your  career.  In  the  following 
sections,  you'll  find  information  on  how  public  organizations  are  staffed  and  how  to  keep  on 
top  of  job  opportunities  and  examinations. 

Public  sector  employment  is  based  upon  the  principle  of  "merit"  as  the  essential  factor  in 
selection.  What  this  means  is  that  hiring  employees  must  be  done  by  objectively  measuring 
the  relative  skills  and  abilities  of  qualified  candidates  (testing).  In  fact,  public  organizations 
are  legally  required  to  use  a  merit  system  when  selecting  new  employees.  The  purpose  of  the 
merit  system  is  to  ensure  that  the  public  sector  workforce  is  a  stable  provider  of  public  services 
and  that  employment  selection  is  based  upon  the  individual's  ability  to  do  the  job. 

The  City  and  County  of  San  Francisco  has  a  centralized  personnel  system,  the  Department  of 
Human  Resources.  The  DHR  staff  is  responsible  for  ensuring  the  employment  practices  such 
as  testing,  selection,  and  determination  of  wages  and  salaries,  are  consistent,  fair  and  based 
upon  the  merit  principle. 

If  you  want  to  successfully  job  hunt  in  the  public  sector,  you  must  understand  how  the  process 
works,  and  how  best  to  present  your  special  skills  and  abilities. 


HOW  DO  I  FIND  OUT  ABOUT  EXAMS? 

The  first  step  to  attaining  a  permanent  position  with  the  City  of  San  Francisco  is  to  pass  a  Civil 
Service  Examination.  The  DHR  Examination  Unit  is  responsible  for  periodically  testing 
qualified  candidates  for  all  occupations  (called  "Classification")  within  the  City.  After  a  test  is 
given,  a  list  of  qualified  eligible  (those  who  pass  the  test)  is  made  and  may  be  used  from  2-4 
years.  You  will  need  to  prepare  yourself  for  this  experience. 


Visit  Exam  Unit  -  It  is  located  at  44  Gough  Street.  You  will  want  to  explore  the 
kinds  of  occupations  (classifications)  that  you  are  interested  in  pursuing. 
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2.  Review  Announcement  Board  -  The  Department  of  Human  Resources  Announcement 
Board  is  always  available  to  the  public  during  working  hours  (8:00  AM  to  5:00  PM). 
See  if  any  of  the  classifications  you  are  interested  in  are  being  announced  for  upcoming 
testing. 

3.  Submit  a  Courtesy  Card  -  For  classifications  that  are  not  currently  being  announced 
for  examination,  put  in  a  courtesy  card  for  future  exams.  You  must  know  the  name  of 
the  classification  and  the  number  of  the  classification.  Also  you  will  need  to  provide 
postcard  stamps  for  each  courtesy  card. 

4.  Update  Courtesy  Cards  -  Because  of  the  volume  of  courtesy  cards  received  by  the 
exam  unit,  the  unit  has  the  option  of  throwing  out  all  courtesy  cards  older  than  one 
year,  so  update  your  cards  each  year.  The  examination  unit  will  use  the  postcards  to 
notify  you  of  the  examination  announcement. 

If  you  are  on  a  Department  of  Human  Resources  eligible  list  or  have  applications  on 
file,  notify  the  Department  of  Human  Resources  Certification  Unit  of  any  change 
of  address.  Failure  to  do  so  may  result  in  ineligibility  for  examination  or  eligible  lists. 

5.  Call  the  Hotline  -  The  number  is  557-4888,  which  provides  the  current  information 
on  all  announced  examinations. 

CERTIFICATION  PROCESS 

After  an  examination  is  completed,  those  individuals  with  passing  scores  are  placed  on  an 
Eligible  List,  normally  ranked  in  the  order  of  overall  test  scores.  Those  eligible  with  tied 
scores  are  further  ranked  in  alphabetical  order.  The  Certification  staff  is  responsible  for 
maintaining  all  eligible  lists,  certifying  all  eligibles  to  requisitions  and  tracking  all 
appointments  from  eligible  lists. 

The  Director  of  DHR  will  determine  the  rule  for  certification  prior  to  the  announcement  of 
examination.  In  general,  the  Director  may  elect  to  use  either  the  Rule  of  Three  Scores  (or 
more)  or  the  Rule  of  the  List  for  certification  from  an  eligible  list. 

Under  the  Rule  of  Three  Scores,  Certification  staff  will  respond  to  every  submitted  vacant 
requisition  with  the  names  of  the  top  three  scores  from  the  eligible  list.  The  department  may 
interview  all  eligible,  but  must  select  from  the  names  forwarded  if  three  or  more  eligible  are 
interested  in  the  position.  If  fewer  than  three  eligible  are  certified  to  the  department  are 
interested  in  a  position  (i.e.  refuse  an  offer  of  employment),  the  department  may  request 
additional  names. 
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Variations  on  the  rule  of  three  score  are  possible,  such  as  the  rule  of  five  scores,  the  rule  of 
seven  scores,  the  rule  of  ten  scores,  etc.  Such  variations  must  be  published  at  the  time 
examination  is  announced,  but  are  otherwise  administered  like  the  rule  of  three  scores. 

Another  procedure  for  certifying  eligible  from  the  list  is  by  use  of  the  Rule  of  the  List. 
Under  this  procedure,  all  eligible  on  the  list  will  be  certified  to  an  available  requisition. 
Departments  have  the  opportunity  to  select  from  any  of  the  certified  eligible,  in  accordance 
with  policies  and  procedures  published  by  the  DHR  EEO  Unit. 

Since  all  Certifications  are  sent  to  your  home  address,  you  must  notify  the  Certification  Unit 
when  you  change  your  address  or  name.  If  the  certification  letter  is  sent  to  an  outdated 
address,  you  may  not  receive  the  certification,  or  receive  it  too  late  to  respond  in  a  timely 
manner.  A  non-response  will  be  counted  as  a  waiver. 

APPOINTMENT  TYPES 

Permanent  Employees 

Persons  who  participated  in  a  civil  service  examination  and  are  appointed  from  a  list  of  eligible 
to  a  permanent  position. 

Exempt  Employees 

Persons  who  occupy  temporary  or  permanent  positions  exempted  from  being  filled  from 
eligible  lists  in  accordance  with  the  Charter  of  the  City  and  County  of  San  Francisco  and  who 
serve  at  the  pleasure  of  the  appointing  officer. 

Temporary  Employees 

Persons  who  participated  in  a  civil  service  examination  and  are  appointed  from  a  list  of  eligible 
to  a  temporary  position.  A  temporary  positions  is  one  that  is  funded  on  a  temporary  basis. 

Provisional  Employees  (Non-civil  service  and  limited  tenure) 

Persons  who  are  otherwise  qualified  and  appointed  to  a  position  when  there  is  no  existing  Civil 
Service  eligible  list.  Provisional  appointees  serve  at  the  pleasure  of  the  appointing  officer. 

As-needed  Employees 

Persons  who  are  not  appointed  from  an  eligible  list  and  are  authorized  to  work  a  maximum  of 
1040  hours  in  a  calendar  year. 
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PROBATIONARY  PERIODS 

The  probationary  period  is  the  final  and  most  important  phase  of  the  selection  process.  If  you 
were  selected  from  a  Civil  Service  Commission  Eligible  List  as  a  permanent  employee,  you 
must  complete  a  probationary  period  prior  to  attaining  full  permanent  status.  In  fact,  you  do 
not  achieve  full  permanent  status  until  you  have  successfully  completed  the  probationary 
period.  There  are  different  probationary  periods  for  the  various  civil  service  classifications 
governed  by  Civil  Service  Commission  Rule  17  or  a  current  labor  contract,  but  generally  the 
length  of  the  probationary  period  is  six  months  of  continuous  service  from  the  start  date. 
Contact  the  Personnel  Department  for  further  information. 

It  should  be  noted  that  all  periods  of  unpaid  authorized  leave  and  all  periods  of  authorized  sick 
leave  beyond  10  days  in  a  six-month  period  will  automatically  extend  your  probationary 
period. 

LAYOFF 

Occasionally,  lack  of  work,  lack  of  funds,  retrenchment  (in  anticipation  of  lack  of  funds  or 
displacement  by  an  eligible  (bumping)  may  require  a  reduction  in  the  work  force.  Except  for 
exempt  employees  or  provisional  employees  who  have  served  fewer  than  1040  hours,  layoffs 
are  generally  dictated  by  job  class  in  inverse  order  of  seniority. 

RESIGNATION 

If  you  intend  to  resign,  give  your  department  written  notice  at  least  ten  working  days  in 
advance  so  that  arrangements  may  be  made  to  fill  your  job.  Also,  be  sure  that  you  turn  in 
your  ID  badge,  Cardkey,  Employee  Handbook  and  other  office  property  such  as  desk  keys  or 
tools  to  your  supervisor  before  you  leave  the  job. 

REAPPOINTMENT 

A  permanent  employee  who  has  resigned  in  good  standing  may,  within  four  (4)  years  of 
resignation,  request  reappointment  to  a  vacancy  in  the  class  from  which  he  or  she  resigned. 
Approval  from  the  Department  and  the  Department  of  Human  Resources  is  required. 

TRANSFER  AND  REASSIGNMENT 

After  passing  probation,  you  may  request  a  transfer  from  one  City  department  to  another  in 
your  class.  Transfer  request  forms  may  be  obtained  in  the  Library  Personnel  Department. 
Approved  transfer  forms  must  be  filed  with  the  Department  of  Human  Resources. 
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A  reassignment  within  the  department  does  not  require  Department  of  Human  Resources 
approval.  You  may  request  reassignment  or  the  department  may  reassign  you.  Contact  the 
Library  Personnel  Department  for  more  information. 

OUTSIDE/ADDITIONAL  EMPLOYMENT 

As  a  full-time  employee  of  the  City  and  County  of  San  Francisco,  you  may  not  accept 
additional  employment  without  the  approval  of  the  Department  of  Human  Resources. 
Additional  employment  is  defined  as  work  with  either  an  outside  organization  or  another  City 
Department  for  which  you  are  compensated. 

Request  for  Approval  of  Additional  Employment 

If  you  are  considering  additional  employment,  you  must  submit  the  "Request  For  Additional 
Employment"  form  CSC  l-72a,  to  the  Department  of  Human  Resources  for  approval.  The 
form  is  located  in  the  Library  Personnel  Department.  This  form  requires  information  from  the 
intended  employer  and  approval  from  the  City  Librarian  or  designee.  The  limits  on  approval 
of  outside  employment  are: 

1 .  Additional  employment  is  limited  to  a  maximum  of  twenty  (20)  hours 
per  week. 

OR 

2.  Additional  employment  is  limited  to  no  more  than  eleven  (1 1)  hours 
(combined  City  employment  and  additional  employment)  per  work  day. 

3.  Approval  is  limited  to  a  six  (6)  month  period.  Any  additional 
employment  beyond  six  months  requires  a  new  request. 

CHANGE  OF  ADDRESS  OR  NAME 

Notify  the  Personnel  Department  on  the  proper  form  of  any  change  in  address  and/or 
telephone  number.  If  you  change  your  name,  you  must  bring  legal  verification  documents  in 
order  to  update  you  records.  Failure  to  do  so  may  result  in  your  not  being  notified  of 
important  information. 

EMPLOYEE  IDENTIFICATION  BADGE 

The  Library  Personnel  Department  will  issue  an  Employee  identification  badge  at  the  time  of 
hire.  All  Library  employees  on  duty  must  display  their  Library  Employee  Identification  Badge. 
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Anyone  in  a  staff  only  area  or  anywhere  in  the  building  during  closed  hours  must  be  wearing  a 
library-issued  badge. 

The  Library  Employee  Identification  Badge  must  be  returned  to  the  Personnel  Department 
upon  separation  from  employment. 

CARDKEY 

All  Library  employees  will  be  issued  a  library  access  Cardkey  at  the  time  of  hire  by  the 
Security  Department.  The  Cardkey  will  allow  access  to  the  Library  building  and  work  areas. 

The  Cardkey  must  be  returned  to  the  Personnel  Department  upon  separation  from 
employment. 
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EMPLOYEE  PERFORMANCE 
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ATTENDANCE  STANDARDS 


Maintaining  high  personal  attendance  standards  is  an  essential  ingredient  of  excellent 
performance.  As  a  public  service  organization,  the  San  Francisco  Public  Library  expects  its 
employees  to  maintain  high  attendance  standards. 

All  employees  have  a  responsibility  to  the  Library  and  to  the  City  and  County  of  San 
Francisco.  They  are  obligated  to  maintain  good  and  consistent  attendance  standards  and 
adhere  to  their  work  schedule. 

Be  prompt  in  reporting  for  work.  Either  habitual  tardiness  or  absence  from  work  may  lead  to 
disciplinary  action.  If  an  emergency  makes  it  necessary  for  an  employee  to  leave  before  the 
end  of  the  work  day,  the  employee  should  ask  for  permission  to  leave  from  the  immediate 
supervisor. 

Attendance,  punctuality  and  dependability  is  rated  as  part  of  an  employee's  job  performance 
and  is  evaluated  in  the  formal  Performance  Appraisal  process. 

STANDARD  WORKING  HOURS 

Standard  working  hours  vary  from  site  to  site  and  person  to  person  depending  on  service  needs 
and  an  employee's  work  status.  Most  non-public  service  employees  work  from  8:00  AM  to 
5:00  PM,  Monday  through  Friday  with  a  one-hour  lunch.  In  public  service  areas,  work 
schedules  usually  include  some  evening  hours  and  often  involve  rotating  schedules.  Whatever 
the  case,  it  is  critical  that  the  employee  understand  what  his/her  standard  working  day  is  and 
that  it  is  always  subject  to  change  by  the  supervisor  or  library  management  based  upon  the 
needs  of  service. 

STANDARD  BREAKS 

During  an  eight-hour  work  day  an  employee  is  eligible  to  take  two  paid  breaks  of  15  minutes 
apiece.  Typically  these  breaks  are  to  be  taken  mid-morning  (or  first  half  of  shift)  and  mid- 
afternoon  (or  second  half  of  shift).  Employees  are  encouraged  to  take  these  breaks.  However, 
if  you  do  not  take  these  breaks,  you  ARE  NOT  ELIGIBLE  to  lengthen  your  lunch  break  or 
shorten  your  work  day  by  the  length  of  your  missed  break. 

An  employee  working  eight-hours  must  take  a  unpaid  lunch  break  that  is  a  minimum  of  a  1/2 
hour  and  a  maximum  of  one  hour. 

Depending  upon  the  type  of  job  the  employee  has,  there  may  have  a  great  deal  of  flexibility  in 
determining  when  to  take  breaks,  and  the  length  of  a  lunch  break.  However,  due  to  the  nature 


Employee  Handbook 


Pa?e  5  -  1 
(11/96) 


of  the  work,  some  positions  may  require  strict  observance  of  break  times  and  lengths.  If  an 
employee  wishes  to  change  an  established  break  time  or  length,  the  employee  must  first 
request  approval  from  the  supervisor. 

TARDINESS 

All  Library  employees  are  expected  to  report  to  work  on  time.  Serious  and/or  chronic  patterns 
of  tardiness  will  not  be  tolerated  and  are  subject  to  disciplinary  action. 

SICK  LEAVE  PROCEDURES 

Sick  Leave  with  Pay 

Sick  leave  with  pay  credits  are  awarded  at  the  rate  of  .05  an  hour  for  each  hour  of  paid 
service,  excluding  overtime  and  holidays.  Employees  who  work  full  time  (approximately 
2080  hours)  earn  thirteen  (13)  working  days  per  year  (or  104  hours)  of  paid  sick  leave.  Unless 
otherwise  specified  in  the  MOU,  unused  sick  leave  may  be  accumulated  from  year  to  year  until 
the  employee  reaches  the  maximum  accumulation  of  one  hundred  and  thirty  (130)  working 
days  or  (1040)  hours. 

Employees  are  not  allowed  to  use  sick  leave  with  pay  during  the  first  six  (6)  months  of 
employment  unless  the  employee  has  previously  earned  sick  leave  credits.  After  six  (6) 
months  of  continuous  employment,  employees  may  be  granted  sick  leave  with  pay  not  to 
exceed  accumulated  sick  pay  credits.  Sick  pay  credits  are  used  and  deducted  at  the  minimum 
rate  in  units  of  one  (1)  hour. 

Request  for  sick  leave  (paid  or  unpaid)  are  subject  to  the  supervisor's  approval.  Each  worksite 
has  established  specific  call-in  procedures  for  requesting  immediate  sick  leave  due  to  illness. 
Usually  if  the  employee  is  not  able  to  reach  the  immediate  supervisor,  the  employee  is 
required  to  contact  the  office  of  the  Chief  of  the  division  as  early  as  possible.  Failure  to 
follow  proper  call-in  procedures  may  result  in  being  recorded  as  AWOL  (absence  without 
authorized  leave)  and  even  more  severe  disciplinary  action. 

Sick  Leave  without  Pay 

Employees  who  are  not  eligible  for  sick  leave  with  pay  due  to  lack  of  sick  pay  credits,  not 
wishing  to  use  sick  pay  credits,  or  ineligible  for  sick  leave  with  pay,  may  request  sick  leave 
without  pay.  Permanent  employees  may  be  granted  up  to  a  maximum  of  one  (1)  year  of 
unpaid  sick  leave.  Temporary  employees  may  be  granted  up  to  a  maximum  of  three  (3) 
months  of  unpaid  sick  leave. 
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Sick  leave  requests  for  over  five  (5)  days  must  be  certified  by  a  licensed  medical  doctor, 
doctor  of  dental  surgery,  licensed  clinical  psychologist,  Christian  Scientist  practitioner,  or 
licensed  doctor  of  Chiropractic. 

Verification  of  sick  leave  for  less  than  five  (5)  days  may  be  required  on  an  individual  basis. 

It  is  the  employee's  responsibility  to  notify  the  supervisor  when  he/she  is  unable  to  report  for 
duty  because  of  illness,  and  of  the  approximate  date  of  return  to  work.  Sick  leave  may  be 
used: 

1 .  When  an  employee  is  unable  to  work  because  of  an  illness  or  injury,  not  job- 

incurred; 

2.  For  medical  or  dental  appointments; 

3.  For  absence  due  to  quarantine  declared  by  the  Department  of  Public  Health  or  other 
authority; 

4.  For  absence  due  to  the  death  of  an  employee's  parents,  step-parents,  grandparents, 
spouse,  sibling,  child,  step-child,  adopted  child,  legal  guardian,  or  any  person 
permanently  residing  in  the  household.  Such  leave  shall  not  exceed  3  working  days 
and  must  be  taken  within  30  calendar  days  after  the  date  of  death.  Two  additional 
days  may  be  granted  for  an  out-of-state  funeral. 

Absence  because  of  the  death  of  a  relative  not  mentioned  above  may  not  exceed  one 
day.  Two  additional  days  may  be  granted  for  an  out-of-state  funeral. 

5.  For  absence  due  to  pregnancy  or  convalescence  period  following  childbirth;  or 

6.  For  absence  due  to  illness  or  medical  appointment  of  a  dependent  child. 

7.  For  Family  Care  Leave. 

8.  For  absence  when  the  department  believes  that  an  employee  is  not  physically  or 
mentally  fit  to  perform  assigned  duties  and  if  allowed  to  continue  in  employment 
or  return  from  leave,  may  represent  a  risk  to  co-workers,  the  public  or  himself.  In 
this  case,  an  employee  may  be  required  to  present  a  report  from  a  designated  Civil 
Service  Medical  Examiner  certifying  his  or  her  medical  fitness  to  perform  the 
assigned  duties. 
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Review  of  Sick  Leave  Usage 


In  order  to  guard  against  possible  abuse  of  sick  leave  privileges,  a  worksite  supervisor  may 
review  the  sick  leave  usage  of  employees.  Depending  upon  the  reasons,  excessive  and  chronic 
absenteeism  may  be  subject  to  disciplinary  action. 

PERFORMANCE  APPRAISAL 

During  probation,  reports  are  written  to  record  performance  before  the  expiration  of  the 
probationary  period.  After  successful  completion  of  the  probationary  period,  performance  is 
evaluated  on  an  annual  basis.  During  the  probationary  period,  and  depending  upon  the  length 
of  the  probationary  period,  employees  may  receive  2-3  performance  appraisals.  Although 
temporary  employees  do  not  complete  a  probationary  period,  supervisors  occasionally  use  the 
Performance  Appraisal  Report  as  a  means  of  communicating  performance  information  to 
temporary  employees. 

THE  PURPOSE  OF  THE  PERFORMANCE  APPRAISAL 

The  performance  appraisal  interview  is  an  excellent  opportunity  to  focus  communication 
between  the  supervisor  and  employee  regarding  the  following  areas: 

Expectation  of  standards  of  performance 

Identification  of  performance  problems 

Recognition  of  good/excellent  performance 

Identification  of  training  needs/desires 

PERFORMANCE  APPRAISAL  REBUTTALS 

If  an  employee  wants  to  rebut  a  Performance  Appraisal  s/he  may  write  a  statement  within  five 
(5)  working  days  of  the  performance  appraisal  conference.  The  rebuttal  which  will  be  attached 
to  the  evaluation  form.  This  statement  will  be  available  for  review  and  action  if  warranted.  In 
the  written  statement,  the  employee  must  indicate  the  specific  sections  or  factors  of  the 
Performance  Appraisal  being  questioned. 
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PERFORMANCE  APPRAISAL  SCHEDULE  GUIDELINES 


Employee  Status 

Reports  and  Interviews- 

Review  Tfne  Frames 

u   r CI  lllai Icil  C 

o  Temporary  Civil 

Service 
o  Limited  Tenure 

o  Annua  1 1 v 

w     nil  MUQ  l  IV 

o  Sent  to  Revipwer 
within  15  working 
days. 

o  Review  completes 
within  5  working 
days. 

o  Non  Civil  Service 

o  After  90  days 
o  Annually 

Probationary  Period 

o  6  Months  probation 

o  End  of  3rd  month 
o  End  of  5th  month 

o  Sent  to  reviewer 
within  5  working 
days. 

o  Reviewer  completes 
within  5  working 
days. 

o  1  Year  probation 

o    End  of  3rd  month 
o   End  of  6th  month 
o    End  of  11th  month 

o  Separated  from 
service 

o  Transferred 

o  7  days  prior  to 
leaving 

o  At  the  time  of 

transfer  unless  one  was 
written  within  the  last 
90  days. 

o  Sent  to  reviewer 
within  5  working 
days. 

o  Review  completes 
within  5  working 
days. 
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RIGHTS  AS  A  PERMANENT  EMPLOYEE 


Once  you  have  successfully  completed  probation,  you  are  guaranteed  the  rights  and 
privileges  of  a  Permanent  Civil  Service  Employee.  Some  of  these  rights  and  privileges 
include  the  following: 

•  Transfer  Request  Rights  (between  City  Departments) 

•  Promotive  Participation  in  CSC  Examinations 

•  Eligibility  for  extended  lengths  of  the  following  types  of  leave: 

-  Maternity  Leave 

-  Educational  Leave 

-  Child  Care  Leave 

-  Personal  Leave 

•  Eligibility  for  Temporary  Exchanges  for  Training  Purposes 

•  Extensive  Due  Process  Proceedings  Regarding  Dismissal  for  Cause 

•  Reappointment  and  Reinstatement,  as  appropriate 
Enhanced  Layoff  Rights 

•  Eligibility  for  Tuition  Reimbursement  Program 

REASSIGNMENT  REQUESTS 

In  the  library,  you  have  the  opportunity  to  bid  on  reassignments  to  openings  in  your 
class  (except  part-time  pages).  These  openings  are  periodically  listed  in  the  Personnel 
Notes,  which  are  published  two  times  a  month.  Please  refer  to  section  VIII,  Personnel 
Notes,  for  more  detail. 
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EMPLOYEE  PERSONNEL  FILE 


As  part  of  your  appointment  processing  as  a  City  and  County  employee,  an  official  employee 
personnel  folder  (OEPF)  is  created  to  document  all  personnel  related  actions.  This  file  will 
follow  you  from  department  to  department  should  you  move  employment  within  the  City  and 
County.  We  encourage  you  to  consider  this  file  as  your  file,  a  record  that  is  always  open  for 
your  review.  This  file  is  also  protected  from  public  view  and  may  be  reviewed  by  only  a  very 
few  specific  individuals  in  the  course  of  official  duty  and  of  course  by  yourself. 

WHAT'S  IN  THE  PERSONNEL  FILE 


At  a  minimum,  your  SFPL  personnel  file  will  contain  original  copies  of  your 
appointment  processing  papers,  your  employment  application,  and  personal  data  (i.e. 
home  address,  whom  to  contact  in  case  of  emergency,  W-2  form,  etc.).  In  addition, 
this  file  may  include  any  or  all  of  the  following  types  of  documents: 


-Performance  Evaluations 
-Awards/Letters  of  Commendations 
-Training  Records 
-Injury/ Accident  Reports 
-Verifications  of  Employment 
-School  Transcripts 
-Records  of  Corrective  Action 
-Requests  for  Leave 
-Classification  Actions 
-Separation  Papers 
-Payroll  Information 


WHO  HAS  ACCESS? 

Not  just  anyone  has  the  right  to  review  your  personnel  file.  In  fact,  there  are  privacy 
laws  that  protect  your  personnel  file  from  inappropriate  viewing.  Those  individuals 
who  have  the  right  to  review  your  personnel  file,  in  the  course  of  official  duties,  are: 


-Yourself 

-Your  first  and  second  level  supervisor 
-The  Personnel  Staff 

-The  Department  Appointing  Officer  or  his  designee 
-Your  Division  Chief 

-An  Employee  Representative  you  have  designated  in  writing 
-Other  regulatory  or  law  enforcement  government  agents  with  ID 
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-If  you  wish  to  review  your  personnel  file  during  work  hours,  you  must  first 
receive  permission  from  your  supervisor  in  order  to  be  released  from  duty. 

WHERE  IS  IT  LOCATED? 

Your  official  employee  personnel  folder  is  located  in  the  Personnel  Office,  Main 
Library,  6th  Floor.  Your  worksite  supervisor  may  also  maintain  an  unofficial  file  for 
certain  personnel  matters  including  documentation  for  a  performance  evaluation  or  for 
pending  or  unresolved  disciplinary  matters. 

ADDING  ITEMS  TO  YOUR  PERSONNEL  FILE 

If  you  wish  to  add  something  to  your  personnel  file,  you  must  submit  your  request 
through  your  supervisor.  Remember,  if  you  have  received  a  letter  of  commendation 
from  the  public,  you  want  to  be  sure  that  your  supervisor  is  aware  of  your  good 
service.  Some  of  the  types  of  documents  that  may  be  added  to  your  personnel  file  are: 

■  Letters  of  Commendation 

■  Training  Certificates 

■  Rebuttals  to  Adverse  Actions  and  Evaluations 

All  requests  for  adding  items  to  personnel  files  are  reviewed  and  approved  by  the 
Personnel  Officer  or  designee.  It  is  best  that  items  that  reflect  on  your  performance  be 
added  as  a  part  of  the  performance  appraisal  process. 

REMOVING  ITEMS  FROM  YOUR  PERSONNEL  FILE 

Official  (Civil  Service)  documents  relating  to  certification,  appointment  processing, 
performance  evaluation  and  disciplinary  actions  cannot  be  removed  from  the  file. 
However,  documents  such  as  disciplinary  actions  may  be  requested  to  be  removed  from 
your  file,  provided  there  is  no  subsequent  history  of  disciplinary  actions  and  subject  to 
provisions  of  the  Civil  Service  Commission  Rules,  any  applicable  Memorandum  of 
Understanding  and  the  approval  of  the  Appointing  Officer. 

Requests  to  remove  documents  from  official  personnel  file  must  be  submitted  in  writing 
through  your  supervisor  and  will  be  reviewed  by  the  Appointing  Officer  or  designee. 
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Section  Six 


EMPLOYEE  BENEFITS/COMPENSATION 
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LEGAL  HOLIDAYS 


The  City  and  County  observe  the  following  holidays: 


New  Year's  Day 

Birthday  of  Martin  Luther  King,  Jr. 
President's  Day 
Memorial  Day 
Independence  Day 


Labor  Day 


Columbus  Day 
Veteran's  Day 


Thanksgiving  Day  and  the  day  after 
Christmas  Day 


Holiday  pay  is  governed  by  the  terms  of  the  memorandum  of  understanding  (MOU)  with  City 
and  County  of  San  Francisco  collective  bargaining  agreements.  Generally,  employees  are 
granted  an  equal  number  of  holidays;  part-time  employee  receive  prorated  holiday  pay;  and 
employees  scheduled  to  work  during  a  holiday  receive  an  in-lieu  holiday.  As-needed 
employees,  or  those  working  fewer  than  20  hours  a  pay  period,  do  not  qualify  for  holiday  pay. 
Employees  must  be  in  a  paid  status  on  one  of  the  days  preceding  or  following  a  holiday  to  be 
paid  for  that  day.  Being  in  a  "paid  status"  includes  regular  work  days,  paid  vacation  days, 
paid  sick  leave  days,  jury  duty,  etc.  As-needed  employees  in  classifications  who  are 
represented  by  the  Stationary  Engineers  Local  #39  are  paid  at  a  normal  overtime  rate  of  time 
and  one-half  when  they  work  on  a  holiday  only  if  they  worked  40  hours  in  the  pay  period  in 
which  the  holiday  falls. 

Depending  on  your  particular  classification  and  the  terms  of  your  MOU,  if  you  are  required  to 
work  overtime  or  holidays,  you  may  be  paid  or  accrue  compensatory  time  one  and  half  times 
your  basic  hourly  salary  for  every  hour  worked. 

Management  and  executive  management  employees  may  earn  paid  administrative  leave. 

Some  MOUs  provide  for  additional  "paid  furlough"  days.  Please  refer  to  your  specific 
collective  bargaining  agreement,  or  contact  Personnel. 

If  a  holiday  falls  on  a  Saturday  then  the  preceding  Friday  is  observed  as  the  holiday.  If  a 
holiday  falls  on  a  Sunday  then  the  following  Monday  is  observed  as  the  holiday. 
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FLOATING  HOLIDAYS 


All  Permanent  and  Temporary  employees,  after  6  months  service,  are  eligible  to  take  their 
accrued  Floating  Holidays  every  Fiscal  Year.  The  Fiscal  Year  runs  from  July  1st  through  June 
30th.  Depending  on  your  Union  representation  an  employee  can  receive  from  3  to  5  Floating 
Holidays.  Please  refer  to  your  MOU  or  contact  the  Personnel  Division.  Requests  to  use 
Floating  Holidays  must  be  approved  by  an  employee's  immediate  supervisor. 

HOLIDAY  COMPENSATION 


Part-time  Employees:  Employees  who  work  less  than  80  hours  biweekly,  including  those  on  a 
reduced  work  schedule,  earn  holidays  on  a  prorated  basis.  Each  holiday  is  1/10  of  your  regular 
biweekly  hours,  so  if  you  work  40  hours  per  pay  period  (half-time),  you  earn  4  hours  for  each 
holiday.  Computation  of  holiday  time  is  rounded  to  the  nearest  hour.  Persons  employed  for 
holiday  work  only,  as-needed  employees  or  part-time  employees  having  work  schedules  less 
than  20  hours  in  a  biweekly  pay  period,  are  not  eligible  for  legal  holiday  or  floating  holiday 
pay. 


SPECIAL  RULES 


June  30th  -  The  End  of  the  Fiscal  Year:  All  legal  and  floating  holidays  must  be  used  in  the 
fiscal  year  in  which  they  are  earned.  You  should  schedule  them  as  early  as  possible  with  your 
supervisor  and  not  wait  until  the  last  minute,  or  you  may  lose  the  time.  Since  vacation  time 
can  be  carried  from  year  to  year,  it  is  wise  to  use  up  holiday  time  before  vacation  hours. 

"Holidays  In  Lieu  Of":  Many  library  staffers  work  a  Tuesday  through  Saturday  schedule. 
When  a  holiday  falls  on  a  Monday  they  are  not  scheduled,  they  earn  a  holiday  "in  lieu"  and 
the  time  is  available  to  be  taken. 


New  Hire:  A  new  hire  whose  start  date  falls  on  the  day  after  a  holiday  is  not  eligible  for  the 
holiday  pay  because  s/he  was  not  an  employee  on  the  day  the  holiday  fell. 

Paid  Status:  An  employee  must  be  in  a  paid  status  on  one  of  the  scheduled  days  immediately 
preceding  or  following  a  holiday  to  earn  pay  for  that  day.  Paid  status  includes  regular  work 
days,  vacation,  paid  sick  leave,  jury  duty,  etc. 
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VACATION 

Employees  are  not  eligible  for  use  of  vacation  credits  until  completion  of  one  year  of 
continuous  service  as  a  regular  employee;  however,  at  the  end  of  one  (1)  year  of  continuous 
service,  you  will  be  awarded  a  vacation  allowance  at  the  rate  of  .0385  of  an  hour  for  each  hour 
of  paid  service  in  the  preceding  year  and  will  be  eligible  to  request  to  use  vacation  time 
accrued. 

No  employee  shall  be  credited  with  more  than  two  thousand  eighty  (2080)  hours  of  paid 
service  in  any  twelve  (12)  month  period  for  purposes  of  computing  the  vacation  allowance. 
The  maximum  vacation  entitlement  in  any  twelve  (12)  month  period  and  maximum  accrual 
permitted  are  as  follows: 


When  a  holiday  falls  on  a  regular  working  day  during  your  vacation,  the  holiday  is  not  counted 
as  a  vacation  day.  If  you  resign  or  are  separated  after  one  (1)  or  more  years  of  continuous 
service  and  have  not  taken  all  of  your  vacation,  you  will  be  paid  for  the  accumulated  unused 
vacation. 

Requests  for  vacation  must  be  approved  by  the  supervisor,  who  will  consider  accommodating 
your  plans,  the  needs  of  the  department,  and  your  seniority. 


Years  of  Service 

0  through  1  year 

1  through  5  years 
More  than  5  years 
More  than  15  years 


12  -  Month  Max. 
Entitlement 


Maximum 
Accumulation 
Not  Applicable 


80  hours  (credit) 
80  hours  (10  days) 


320  hours  (40  days) 
360  hours  (45  days) 
400  hours  (50  days) 


120  hours  (15  days) 
160  hours  (20  days) 


■wiiiiwamm—m— 
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LEAVE  OF  ABSENCE  PROVISIONS 


Military  Leave 

Military  leave  is  governed  by  the  provisions  of  applicable  Federal  and  State  laws,  Charter 
provisions,  and  by  the  Civil  Service  Commission  Rules.  Under  certain  conditions,  you  may  be 
granted  military  leave.  Certain  employees  on  military  leave  may  receive  their  regular 
compensation  for  a  period  not  to  exceed  30  days.  A  copy  of  your  official  orders  must  be 
attached  to  your  request  for  military  leave.  Contact  your  Library  Personnel  Department  for 
more  information. 

Jury  Duty  Leave 

Notify  your  supervisor  as  soon  as  you  receive  a  jury  summons.  Any  employee  who  is  called 
to  jury  duty  for  a  Municipal,  State  or  Federal  Court  during  the  employee's  working  hours  is 
allowed  their  regular  compensation  less  the  amount  of  jury  fees  paid  while  serving  as  a  juror. 
If  your  are  called  as  a  witness  in  a  non-work  related  matter,  you  may  be  granted  leave  without 
pay,  unless  vacation  leave  or  compensatory  time  is  granted. 

Educational  Leave 

Employees  may  be  granted  leave  for  the  purpose  of  securing  educational  or  vocational  training 
in  a  field  related  to  their  current  position.  Educational  leaves  for  permanent  employees  may  be 
granted  for  up  to  one  (1)  year.  Requests  for  longer  leaves  must  be  renewed  yearly. 

Family  Care  Leave  Act 

Permanent  employees  who  have  one  (1)  or  more  years  of  continuous  service  in  status  may  be 
granted  up  to  one  (1)  year  of  unpaid  family  care  leave  for  the  birth  of  a  biological  child;  the 
assumption  of  parenting  or  child  rearing  responsibilities;  the  serious  illness  or  health  condition 
of  a  family  member,  spouse  or  domestic  partner,  your  parent,  the  parent  of  your  spouse  or 
domestic  partner,  a  biological  or  adoptive  child  or  a  child  for  whom  the  employee  has 
parenting  or  child  rearing  responsibilities. 

This  leave  also  applies  if  the  mental  or  physical  impairment  of  one  of  the  following  persons 
renders  that  person  incapable  of  self-care:  a  family  member,  your  spouse  or  domestic  partner, 
your  parent,  the  parent  of  your  spouse  or  domestic  partner,  a  biological  or  adoptive  child,  or  a 
child  for  whom  the  employee  has  parenting  or  child  rearing  responsibilities. 

Family  Care  Leave  is  unpaid  leave;  however,  this  leave  may  be  granted  in  addition  to 
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accumulated  compensatory  time  off,  vacation  time,  floating  holidays  or  sick  leave  as  granted 
under  the  provision  of  Civil  Service  Commission  Rule  20  -  Leaves  of  Absence. 

Federal  Family  Medical  Leave  Act  (FMLA) 

Employees  eligible  under  the  FMLA  must  have  worked  for  the  City  for  at  least  one  continuous 
year,  and  for  1,250  hours  during  the  year  immediately  preceding  the  leave.  The  FMLA 
provides  up  to  twelve  (12)  weeks  of  unpaid  leave  to  eligible  employees  of  the  City  and  County 
of  San  Francisco.  Eligible  employees  may  be  granted  FMLA  leave  for  the  following  reasons: 

for  a  serious  health  condition  that  makes  the  employee  unable  to  perform  the  function 
of  his/her  position; 

for  the  birth  of  a  child  of  the  employee  and  or  in  order  to  care  for  such  child; 

for  the  placement  of  a  child  with  the  employee  for  adoption  or  foster  care;  or 

for  the  care  of  the  spouse,  or  child  or  parent  of  the  employee  if  such  spouse,  child  or 

parent  has  a  serious  health  condition. 

Contact  the  Library  Personnel  Department  if  you  have  any  questions. 

Religious  Leave 

Employees  may  be  granted  religious  leave  when  personal  religious  beliefs  require  that  you 
abstain  from  work  during  certain  periods  of  the  work  day  or  work  week.  Religious  leave  is 
without  pay  unless  you  elect  to  use  accumulated  compensatory  time  off,  vacation  time,  or 
floating  holidays. 

Leave  to  Accept  Other  City  and  County  Employment 

Leave  by  a  permanent  employee  to  accept  temporary  or  exempt  appointment  in  the  City  and 
County  may  be  approved  by  a  department  head  for  the  duration  of  such  appointment. 

Personal  Leave 

Unpaid  personal  leave  may  be  approved  for  a  permanent  employee.  Personal  leave  may  be 
approved  for  a  period  of  up  to  twelve  (12)  months  within  any  two  (2)  year  period.  If  an 
employee  is  temporary  or  provisional,  personal  leave  may  be  approved  for  a  maximum  of  one 
(1)  month  only  and  if  a  replacement  for  a  position  is  not  required. 
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TIME  OFF  FOR  VOTING 


For  statewide  elections  only  (i.e.,  State  or  Federal),  a  City  and  County  employee  may  take  a 
maximum  of  two  hours  of  paid  leave  to  vote  if  the  employee  does  not  have  sufficient  time 
outside  working  hours  to  vote,  and  if  the  employee  provides  written  notice  of  at  least  two 
working  days  in  advance.  Please  note  that  this  does  not  apply  to  local  or  City  and  County 
elections. 

A  GIFT  OF  TIME  -  TRANSFER  OF  SICK  LEAVE  AND  /OR  VACATION  CREDITS 
TO  A  CATASTROPHICALLY  ILL  EMPLOYEE 

An  employee  who  has  accumulated  sick  leave  and/or  vacation  credits  may  donate  a  portion  of 
their  accrual  for  use  by  a  City  and  County  employee  suffering  from  a  catastrophic  illness.  If 
you  become  catastrophically  ill,  you  may  be  eligible  to  receive  sick  leave  and  /or  vacation 
credits  from  other  City  and  County  employees. 

Transfers  must  be  in  units  of  8  hours.  You  may  transfer  a  maximum  (vacation  and/or  sick 
leave  total)  of  80  hours  per  pay  period  and  480  hours  per  calendar  year.  Donors  are  not 
required  to  retain  any  vacation  credits.  All  donations  are  irrevocable  once  transferred. 

Whether  an  employee  donates  leave  credits  or  receives  them,  there  are  certain  restrictions.  An 
informational  pamphlet  entitled  "A  Gift  of  Time  -  Transfer  of  Sick  Pay  and  Vacation  Credits 
to  Catastrophically  111  Employees"  is  available  in  the  Library  Personnel  Department. 

HEALTH  SERVICE  SYSTEM 

The  Health  Service  System  provides  health,  dental  and  accident/  sickness  disability  insurance 
coverage  for  permanent  employees  and  their  dependents.  Temporary  employees  (working  20 
hours  per  week  or  more)  may  join  after  completing  six  months  of  service. 

The  City  and  County  also  offers  a  Flexible  Benefits  Program  which  allows  an  employee  to  pay 
any  required  premiums  for  benefits  on  a  pre-tax  rather  than  after-tax  basis. 

Details  regarding  which  plans  are  currently  offered,  the  benefits  and  the  contributions  rates  of 
each  plan,  are  available  at  the  Health  Service  System  Office  at  1 155  Market  Street,  3rd  Floor 
telephone  554-1750. 

Eligible  dependents  of  employees  may  be  enrolled  in  the  selected  health  plan  at  the  time  of  the 
employee's  original  enrollment,  or  during  the  annual  enrollment  period. 

Employees  may  change  health  care  plans,  request  exemption,  or  add  or  delete  dependents  only 
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Employees  may  change  health  care  plans,  request  exemption,  or  add  or  delete  dependents  only 
during  the  annual  sign-up  period.  New  dependents  should  be  added  within  30  days  of  the 
dependent's  joining  the  family.  Any  changes  you  make  during  open  enrollment  will  become 
effective  on  July  1 ,  of  that  year. 

At  least  90  days  before  you  retire,  inform  the  Health  Service  staff  at  554-1750. 

The  accident  and  sickness  disability  plan  currently  offered  is  an  employee-paid  plan 
underwritten  by  Colonial  Life  and  Accident  Insurance  Company. 

EXTENSION  OF  BENEFITS  DURING  A  LEAVE  OF  ABSENCE 

You  may  continue  your  health  coverage  during  an  authorized  leave  of  absence  without  pay. 
However,  you  are  responsible  for  making  arrangements  with  the  Health  Service  System  to 
continue  payment  of  premiums  due.  If  you  are  more  than  90  days  delinquent  in  paying 
premiums  due,  your  coverage  will  be  automatically  canceled. 

EXTENSION  OF  BENEFITS  UPON  TERMINATION  OF  EMPLOYMENT 


Any.  terminated  employee  (except  retirees)  may  continue  group  coverage  for  a  period  of  up  to 
18  months  after  termination.  The  employee  is  responsible  for  paying  full  contribution  rate 
(not  to  exceed  102  %  of  contract  rate). 

SECTION  125  -  PRE-TAX  BENEFITS 

Section  125  of  the  Internal  Revenue  Code  enables  employees  to  deduct  the  payment  of  benefits 
from  their  salary  before  deducting  taxes.  This  reduces  the  amount  of  salary  that  is  taxable  and 
therefore  the  amount  of  taxes  paid. 

You  will  be  asked  at  initial  enrollment  whether  you  wish  to  select  pre-tax  benefits.  After 
making  this  selection,  you  will  not  be  able  to  change  your  benefit  selection  until  open  season, 
and  it  will  not  be  effective  until  July  1 . 

DEPENDENT  CARE  PROGRAM  VERSUS  TAX  CREDIT 


A  Dependent  Care  Reimbursement  Program  was  established  by  the  City  and  County  of  San 
Francisco,  authorized  by  the  Internal  Revenue  Code  Section  125.  This  program  enables 
employees  to  pay  for  their  dependent  care  needs  with  pre-tax  dollars,  and  therefore  reduce  the 
amount  of  taxes  paid.  You  may  enroll  in  the  Dependent  Care  Program  during  your  initial 
eligibility  or  during  open  enrollment  in  April  of  each  year. 
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An  employee  can  claim  up  to  $5,000  of  expenses  for  one  or  more  dependents  under  the 
Dependent  Care  Reimbursement  Program.  You  will  pre-calculate  a  biweekly  amount  to  be 
deducted  from  your  paycheck  and  deposited  into  a  dependent  care  reimbursement  account  prior 
to  enrolling  in  the  program.  The  amount  you  calculate  for  deduction  cannot  be  changed  until 
the  next  open  enrollment  season  and  if  you  do  not  claim  reimbursement  for  the  total  amount 
you  have  deposited,  you  will  lose  the  remaining  balance. 

For  more  information  regarding  the  Dependent  Care  Program  contact  Colonial  Life  and 
Accident  Insurance  Company  at  433-2003. 

RETIREMENT 

The  City  Retirement  Plan  provides  benefits  for  permanent  employees  immediately  upon 
appointment  and  for  other  types  of  employees  after  6  months  or  1000  hours  of  continuous 
service.  The  plan  includes  the  following  provisions: 

-Interaction  with  Social  Security 

-Employee  deductions  (See  specific  collective  bargaining  agreement  for  specific 
contributions.) 

-Service  Retirement  with  various  options 
-Disability  retirement  after  10  years  of  service 
-Death  benefits 
-Vesting  privileges 

Basically  there  are  two  levels  of  Retirement  contributions;  you  are  required  to  contribute  a 
percentage  of  your  salary  towards  your  future  retirement  benefits.  You  must  contribute  either 
at  the  full  contribution  rate  7.5%  or  8%  of  covered  salary  (excluding  overtime)  or  at  a  reduced 
rate  (approximately  1.3%  or  1.8%),  excluding  overtime.  If  you  choose  to  contribute  at  the 
reduced  rate,  your  "unpaid"  contributions,  or  shortage,  will  be  accumulated  with  interest  until 
you  pay  it  back.  If  you  do  not  pay  back  the  shortage,  your  retirement  benefit  will  be  reduced. 

The  City  has  agreed  to  pay  retirement  contributions  for  employees  belonging  to  certain  unions. 
The  labor  agreements  provide  for  partial  payment  or  full  payment  for  covered  employees. 

You  can  defer  taxes  on  your  retirement  contributions  until  they  are  paid  out  to  you  either  as 
pension  payments  after  your  retire  or  as  a  refund  of  your  contributions  if  your  terminate 
employment.  This  will  mean  more  take-home  pay  while  you  work  for  San  Francisco. 

However,  you  have  a  choice  as  to  whether  to  defer  taxes  only  on  the  reduced  contributions 
(approx.  1.3%  of  salary)  or  on  the  whole  7.5%.  Because  of  IRS  regulations,  you  must  make 
a  one-time  choice  on  this  matter. 
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VESTING  RETIREMENT 

Vesting  retirement  allows  people  who  leave  City  and  County  employment,  who  have  at  least  5 
years  of  service  (if  enrolled  on  or  after  11/2/76)  or  $1,000  in  retirement  (if  enrolled  before 
11/2/76),  to  leave  their  retirement  contribution  in  the  System.  The  decision  to  do  this  is 
irrevocable  and  enables  former  employees  to  receive  benefits  at  age  50  based  on  a  City 
matching  formula.  The  decision  to  vest  must  be  made  within  90  days  of  the  termination 
effective  date. 

Retirement  can  provide  further  details  and  answer  specific  questions  at  554-1550. 
RECIPROCITY 

Reciprocity  allows  people  who  leave  City  and  County  employment  to  leave  their  retirement 
contribution  in  the  Retirement  System  and  join  an  equivalent  (i.e.,  reciprocal)  plan.  The 
decision  must  be  made  within  90  days  of  termination  and  you  must  become  a  member  of  the 
reciprocal  system  within  6  months  of  termination  to  receive  a  retirement  allowance  from  the 
City  and  County  when  you  retire  under  the  reciprocal  plan. 

DEATH  BENEFICIARY 

Designating  a  beneficiary  is  important  because  if  you  die  while  still  employed  by  the  City  and 
County  and  as  an  active  member  in  retirement,  a  lump-sum  benefit  equal  to  six  times  your 
monthly  earnable  salary  plus  your  accumulated  retirement  contribution  will  be  paid  to  your 
beneficiary  (ies). 

"Beneficiary"  for  retirement  purpose  means  that  members  estate  or  any  person,  designated  by 
the  member  to  receive  a  benefit  payable  upon  the  death  of  the  member.  Your  beneficiary  can 
elect  to  take  one  of  two  benefit  options. 

Cash  Benefits 

6  months  worth  of  your  earnable  gross  salary. 
All  contributions  to  retirement  plus  interest. 

OR 

Retirement  Benefits 

If  the  deceased  is  eligible  for  retirement  benefits  and  his/her  spouse  (must  be  married  for  at 
least  one  year  immediately  prior  to  death)  is  designated  as  beneficiary,  the  spouse  may  elect  to 
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receive  a  retirement  benefit. 


50%  of  the  monthly  allowance  the  deceased  would  have  received  at  the 
date  of  his/her  death  for  the  remainder  of  spouse's  life  or  until  s/he 
remarries. 

California  Community  Property  laws  may  affect  the  distribution  of  the  death  benefit  to  a  non- 
spouse  beneficiary. 

Domestic  partners  are  eligible  to  receive  retirement  benefits  after  the  death  of  a  member  if 
certain  conditions  are  met.  Two  important  conditions  are  that  (1)  the  domestic  partner  be  the 
member's  designated  beneficiary  with  the  Retirement  System  and  (2)  a  copy  of  the  Declaration 
of  Domestic  Partnership  that  was  filed  with  the  County  Clerk  be  filed  with  the  Retirement 
System  at  least  one  full  year  prior  to  the  effective  date  of  member's  retirement  or  death. 

For  more  information  please  contact  Retirement. 

San  Francisco  Employees'  Retirement  System 
Member  Services 

1155  Market  Street,  2nd  Floor,  Room  260 
San  Francisco,  CA  94103-1583 

(415)  554-1578 
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PAY  PERIODS 


All  employees  are  paid  on  a  bi-weekly  basis,  26  times  each  year,  on  alternate  Tuesdays.  The 
bi-weekly  period  begins  on  Saturday  and  ends  on  Friday  at  close  of  business.  The  sequence  of 
paydays  is  established  by  the  Controller's  office.  When  paydays  fall  on  holidays,  employees 
are  normally  paid  the  day  after  the  holiday. 

Because  of  the  time  necessary  to  process  employee  paychecks,  there  is  approximately  a  1-1/2 
week  delay  between  the  last  day  of  the  pay  period  and  the  receipt  of  a  paycheck.  Assuming 
that  you  begin  work  at  the  beginning  of  a  pay  period,  you  will  not  receive  your  first  paycheck 
for  approximately  3-1/2  weeks.  This  waiting  period  is  called  the  FLOAT  PERIOD.  After 
receiving  your  initial  paycheck,  you  will  then  receive  a  paycheck  every  two  weeks  on  alternate 
Tuesdays. 

PAY  CHECK/STUB 

When  you  receive  your  paycheck,  you  will  notice  that  there  are  two  parts.  The  right-hand  side 
is  the  actual  paycheck.  The  left-hand  side  is  your  statement  of  earnings.  Included  in  this 
section  you  will  see  a  sample  of  both  the  paycheck  and  statement  of  earnings  with  descriptions 
of  some  of  the  relevant  information  found  on  each. 

SALARY  ADMINISTRATION 

Salary  compensation  is  negotiated  through  collective  bargaining  agreements  for  represented 
employees.  Many  "Miscellaneous"  employees  salaries  are  set  under  Charter  Section  A8.409. 
For  specific  salary  information  refer  to  your  Memoranda  of  Understanding  (MOU)  or  contact 
the  Library  Personnel  department. 

SALARY  STEP  INCREASES 

When  your  are  first  employed,  your  salary  is  generally  set  at  the  first  step  of  a  5-step  range. 
Upon  completion  of  six  (6)  months  of  service,  permanent  employees  advance  to  the  second 
step,  and  to  each  successive  step  after  the  completion  of  one  (1)  year.  Permanent  employees 
who  enter  at  a  step  other  than  the  first  step  advance  to  each  successive  step  after  the 
completion  of  one  (1)  year.  Each  step  is  approximately  5%  higher  than  the  previous  step. 
Salary  increments  are  withheld  if  you  are  on  leave  without  pay  for  more  than  1/6  of  required 
service.  The  criteria  for  entering  at  other  than  the  first  step  is  provided  in  collective  bargaining 
agreements  or  ordinance. 
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AUTOMATIC  CHECK  DEPOSIT 


Having  your  check  automatically  deposited  is  a  wonderful  convenience.  The  San  Francisco 
City  Employee's  Credit  Union  can  arrange  it  for  you  directly  if  you  are  a  member.  Otherwise, 
you  need  to  get  a  form  from  the  Library  Personnel  Office. 

You  should  check  directly  with  your  bank  to  see  if  they  also  participate  in  an  automatic  check 
deposit  program. 

CHECK  DISTRIBUTION  AT  THE  WORKSITE 

The  Personnel  Office  distributes  each  paychecks  on  payday  to  the  3  divisions  -  Main,  Branches 
and  Technical  Services  -  as  well  as  other  smaller  sites. 

Each  worksite  has  its  own  method  of  check  distribution.  In  some  worksites,  the  timekeeper  or 
designee  hands  the  paycheck  to  each  employee  and  the  employee  initials  a  transmittal  sheet. 
Or  checks  are  placed  in  a  desk  drawer  or  file  cabinet,  and  each  employee  is  responsible  for 
picking  up  his/her  own  paycheck  and  initialing  a  transmittal  sheet. 
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THE  PAYCHECK 


THE  PAYCHECK  AND 
PAY  STATEMENT 


THE  PAYCHECK 


The  Salary  Warrant  (Paycheck)  and  Pay  Statement  are 
attached  to  each  other.  The  information  on  both  is 
described  below. 

The  Paycheck  is  shown  and  described  beiow. 


CITY  AND  COUNTY  OTTSAN  FRANCISCO. 


®     \o618®  (J) 


THE  TREASURER  IS  AUTHORIZED 
TO  P»r  TO  THE  OROEH  OF 


JOHH  DOE 


SIGHT  HDHDBEDrTrr?  FIVE  AND  61/100- 


3ISIM 

1  42    ??0764SAa02   1   DOE.  J. 

■•si&QOiQEiia**  i;;Hioaossai:  gos^ ; 


51&.0Q:0618  ™ 


0 
© 

© 
© 

© 

© 


The  department  name. 

Serial  Number  -  The  check  number  as  shown  on  the 
upper-right  corner  of  the  paycheck. 

Department  -  The  department  number. 

Employee  Number  -  The  employee  number, 
including  MPID,  and  TCD. 

Name  -  The  last  name  and  first  initial  of  the 
employee. 

Distrib  -  The  check  distribution  code  from  the  PAR. 
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This  box  contains  the  pav  frequency  code. 
Date  -  The  dare  the  check  was  issued. 
The  employee's  first  and  last  name. 
The  dollar  amount  the  employee  is  being  paid. 
The  dollar  amount  spelled  out. 


THE  PAY  STATEMENT   The  Pay  Statement  is  shown  and  described  below. 


CTY  AND  COUNTY  OF  SAN  FRANCISCO 
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(^)       PP  Begin/PP  End  -  The  beginning  and  ending  dates 
of  the  pay  period. 

(^)       Check  Dt  -  The  date  the  check  was  issued. 

(j^)       Serial  No  -  The  check  number  as  shown  on  the 
upper-right  comer  of  the  paycheck. 

(J)      Pent  -  The  department  number. 

(J)       Employee  Number  -  The  employee ' s  social  security 
number,  MPID,  and  TCD. 

(s^)       Soc  Sec  No  -  The  employee's  social  security  no. 
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Employee  Name  -  The  last  and  first  initial  of  the  employee. 
YTD  Gross  -  The  employee's  year-to-date  gross  pay. 
Current  Gr  -  The  amount  the  employee  earned  this  pay 


period  before  taxes  and  deductions. 


Net  Pav  -  The  amount  the  employee  earned  this  pay  period 


minus  taxes  and  deductions. 


Hrs/Units*  -  The  hours  for  each  type  of  pay  an  employee 


earned  during  the  pay  period.  (Special  pays  will  not  list 
hours.) 

T2)       Rate  -  The  pay  rate  calculated  by  the  computer  (the  amount 
earned  divided  by  the  reported  hours).  The  rate  is  recorded 
to  three  decimal  places.  For  example,  15.000  is  fifteen 
dollars  per  hour. 


Earnings  Columns  -  This  section  contains: 


Description  -  Description(s)  of  the  type(s)  of  pay  the 
employee  has  had  this  year.  Following  are  types  of 
pays  that  can  appear  in  this  column: 

•  Regular  work  pay — appears  as  REGULAR. 

•  Shift  pay — appears  as  SKlM  with  the  shift 
number. 

•  Special  (premium)  pays  and  paid  leaves— these  are 
abbreviated  to  eight  characters.  If  you're  not  sure 
what  the  abbreviations  stand  for,  see  Appendix  I. 

NOTE:  OTHRHOL  includes  floating  holidays 
and  longevity  leave;  OVERTIME  includes  time- 
and-a-half  overtime,  straight  time  overtime, 
holiday  work  pay,  and  standby  pay. 

•  Sick  pay — appears  as  SICK  PAY. 

•  Vacation  pay — appears  as  VACATION. 


*No  non-paid  hours  are  shown  on  the  Statement  except  WC  LV  (Worker's  Compensation 
Leave)  and  SDI  LV  (State  Disability  Insurance  Leave). 
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Current  -  The  amount  paid  this  pay  period  for  each 
pay  type. 


NOTE:  When  paid-hours  type  is  listed  with  no 
amount  shown  in  the  Current  column,  it  means 
that  the  employee  did  not  have  this  type  of  paid 
hours  this  pay  period. 

Year-to-Date  -  The  amount  paid  year-to-date  for 
each  pay  type. 

Taxes  and  Deductions  Columns  -  This  section  contains: 

Description  -  An  Abbreviated  description  of  the  taxes 
and  other  deductions  that  were  taken  out  this  pay 
period,  and  year-to-date.  For  more  detailed 
information  on  the  abbreviations,  see  Appendix  I.  For 
more  detailed  information  on  deductions,  see 
Appendix  H. 

Current  -  The  amount  of  each  tax  or  deduction  this 
pay  period. 

To  Date  -  The  year-to-date  amount  for  each  tax  or 
deduction. 

NOTE:  City-paid  benefits  such  as  the  City's  share  of 
retirement  are  not  listed. 

Vacation  Hours  Accumulated  -  The  employee's  awarded 
vacation  balance,  effective  as  of  the  end  of  the  pay  period. 

Sick  Hours  Accumulated  -  The  employee's  sick  leave 
balance,  effective  as  of  the  end  of  the  pay  period. 
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OVERTIME 


According  to  Departmental  policy,  the  use  of  overtime  is  closely  reviewed  and  restricted  to 
essential  services.  In  fact,  an  employee  may  not  work  overtime  without  the  express  prior 
approval  of  the  appointing  officer  or  his/her  designee(s).  However,  if  you  are  required  by 
your  supervisor  to  work  overtime,  that  is  to  work  more  than  8  hour  per  day  or  40  hour  per 
week,  you  must  be  compensated  at  time  and  one  half. 

Employees  may  be  paid  for  overtime  worked,  or  may  received  compensatory  time  depending 
upon  the  classification  they  hold. 

Overtime"  earned"  is  overtime  worked  or  earned  but  to  be  paid  for  by  compensatory  time  off 
rather  than  money.  In  terms  of  overtime,  there  are  two  types  of  classifications  in  the  City. 
The  first  type  of  classifications  are  non-Z  Symbol  classes.  Employees  in  these  classifications 
normally  receive  pay  for  overtime  worked  unless  they  elect  to  accumulate  compensatory  time 
off.  The  second  type  of  classifications  are  Z  Symbol  classes.  (In  the  Library  this  includes 
librarians  and  most  supervisory  classes).  Employees  is  these  classes  normally  receive 
compensatory  time  for  overtime  worked. 

If  you  wish  to  find  out  whether  your  classification  is  a  Non-Z  or  Z  Symbol  Class,  you 
may  contact  the  Personnel  Office. 

Essential  Requirements  of  Departmental  Overtime  Policy 

All  overtime  work  for  pay  requires  the  advance  approval  of  the  Chief,  City  Librarian 
or  his/her  designee(s). 

No  SFPL  employee  may  work  overtime  hours  in  excess  of  16%  of  their  regularly- 
scheduled  straight-time  hours  without  the  prior  approval  of  the  City  Librarian. 

Compensatory  time  off  may  be  taken  only  upon  mutual  agreement  of  the  employee  and 
supervisor. 

No  SFPL  employees  may  exceed  the  maximum  balance  of  Compensatory  hours  set  by 
the  Chief  of  their  division. 

Compensatory  time  off  shall  be  used  in  increments  of  one  (1)  hour. 
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Service  Commission  Rules  that  govern  the  separation  processes  found  in  CSC  Rule  17  &  22. 
Since  these  process  are  subject  to  change  during  renegotiation  and  the  updating  of  CSC  rules, 
it  is  advisable  to  refer  to  your  Collective  Bargaining  Agreement  for  guidance. 
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Section  Seven 


UNION  ACTIVITIES 
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NEGOTIATIONS 


Although  not  all  employees  in  SFPL  hold  classifications  represented  by  recognized  labor 
organization,  the  department  meets  and  confers  with  over  a  dozen  different  labor  organizations 
and  participates  in  the  annual  city-wide  negotiations  of  Memorandum  of  Understandings. 

The  negotiation  process  is  complicated  at  best.  The  City  Charter  separates  authority  between 
the  Mayor's  Office.  The  Board  of  Supervisors,  the  Civil  Service  Commission.  Employee 
Relations  Division,  Department  of  Human  Resources  and  Department  Appointing  Officers,  to 
mention  a  few. 


Once  per  year  the  Mayor's  Office  opens  negotiations  with  all  recognized  labor  organizations 
which  do  not  hold  current  contracts  (referred  to  as  memoranda  of  understanding  or  MOUs). 
Typical  items  open  for  negotiation  are: 

•  Salary 

•  Working  Conditions 

•  Personnel  Records 

•  Seniority  Privileges 

•  Special  Committees 

•  Agency  Shop 

As  a  result  of  Section  8.409  of  the  Charter,  unions  that  so  choose  may  opt  for  full  collective 
bargaining,  which  means  that  anything  can  be  negotiated  including  salary,  benefits  and 
working  conditions.  Most  library  employees  are  represented  by  SEIU,  Local  790  which  has 
chosen  collective  bargaining  with  the  City. 


THE  EMPLOYEE  RELATIONS  DIVISION 


The  Employee  Relations  Division  (ERD)  is  responsible  for  representing  the  Mayor's  Office 
during  the  annual  meet-and-confer  process.  It  also  coordinates  all  related  management/union 
activities  that  occur  through  the  City.  This  division  can  be  a  vital  resource  to  you  in  providing 
information  regarding  provisions  of  MOUs,  the  negotiation  process,  agency  shop,  requests  for 
exemptions,  etc.  You  may  contact  ERD  at  554-8723. 


California  State  law  enables  recognized  unions  to  collect  an  agency  shop  fee  from  employees 
who  choose  not  to  join  the  union  and  pay  union  dues.  Most  Unions  representing  City 
employees  have  negotiated  enabling  language  in  their  MOUs  which  allow  for  implementation 
of  agency  shop  fee  collection.  This  must  be  a  reasonable  fee  that  is  supported  by  annual  open 
accounting  of  essential  expenditures. 
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If  you  are  employed  in  a  classification  that  is  represented  by  a  recognized  union,  you  will 
more  than  likely  be  required  to  either  pay  union  dues  or  agency  shop  fees.  There  are  three 
exceptions  to  this  requirement.  These  exceptions  are,  supervisory  or  confidential  employees 
and  employees  with  religious  conflicts.  Requests  for  exemptions  are  subject  to  MOU 
provisions  and  are  closely  reviewed  by  the  Employee  Relations  Division  and  Union 
Representatives  for  approval. 


SHOP  STEWARDS  AND  RECOGNIZED  UNION  ACTIVITIES 


Shop  Stewards  are  employees  who  have  been  designated  in  writing  by  their  union  and 
recognized  by  management  to  perform  essential  representation  of  covered  employees  on  the 
job.  Management  is  responsible  for  providing  reasonable  release  time  to  Shop  Stewards,  for 
the  following  essential  services: 


•  Participation  in  the  Meet  and  Confer  Process  as  required  through  either  the  Employee 
Relations  Ordinance  or  specific  MOUs 

•  Investigation  of  disciplinary  actions,  grievances,  claims  of  discrimination 

•  Representation  in  hearings  regarding  discipline,  grievances,  or  discrimination  claims 

•  Related  services  negotiated  through  MOUs 

In  order  to  be  released  from  duty,  Shop  Stewards  must  receive  prior  approval  from 
management. 


GRIEVANCE  PROCEDURE 


The  purpose  of  the  Grievance  Procedure  is  to  provide  a  method  for  employees  to  protest  (i.e. 
grieve)  a  supervisory  action.  A  grievance  is  an  allegation  by  an  employee/group/union  that  the 
employer/ supervisor/department/City  and  County  has  failed  to  implement  a  condition  of 
employment  as  specifically  set  forth  in...  . 

-Existing  Charter,  ordinance  or  resolution  of  the  Board  of  Supervisors 
-Collective  bargaining  agreements,  ratified  by  the  Board  of  Supervisors 
-Department  Policies,  Procedures,  Rules,  and  Regulations 

A  grievance  can  also  be  made  by  the  Library  against  the  Union  for  failure  to  abide  by  its  own 
collective  bargaining  agreement  (CBA).  The  Library  is  only  able  to  resolve  grievance  issues 
that  are  within  the  scope  of  authority  of  the  City  Librarian  or  the  Library  Commission. 


Your  status  within  your  classification  may  affect  the  applicability  of  a  grievance  procedure  as 
contained  in  a  collective  bargaining  agreement.  In  the  various  collective  bargaining 
agreements,  specific  timelines,  appeal  rights  and  processes  are  stated. 
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Section  Eight 


SAN  FRANCISCO  PUBLIC  LIBRARY  INFORMATION 
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PERSONNEL  OFFICE  NOTES 


Personnel  Office  Notes  (PON)  are  published  and  distributed  bi-weekly  to  Library  staff.  The 
PON  contains  information  regarding  the  following: 

Farewell  and  Thanks 

A  list  of  employees  who  are  leaving  the  SFPL  employment. 

Welcome  To 

A  listing  of  all  new  SFPL  employees. 

Appointments  and  Reassignments 

Under  this  section,  the  PON  announces  the  selection  of  new  appointees  and  the 
reassignments  of  current  employees  of  the  SFPL  to  new  locations  or  divisions. 

Reassignment  Requests 

In  this  section  is  a  list  of  positions  currently  available  for  reassignment  bids. 
Any  interested  staff  member  must  submit  a  written  request  to  the  Personnel 
Office  in  order  to  be  considered  for  a  reassignment,  pursuant  to  the  790 
Department  MOU  procedures. 

Exam/Job  Opportunities — Other  Agencies 

Current  listing  of  selected  Exam/Job  Opportunities  available  within  the  City  & 
County  of  San  Francisco,  as  well  as  in  outside  agencies.  For  further  information 
on  any  of  the  listings,  contact  the  Personnel  Office  at  557-4585. 

Personnel  Information  (Miscellaneous) 

Any  information  that  has  come  to  the  Personnel  Offices  attention  which  should 
be  noted  and  shared  with  SFPL  employees. 
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Staff  Member  Announcements 


Any  employee  wishing  to  place  a  notice  in  this  section  should  send  the 
information  to  the  Personnel  Office.  All  notices  must  be  signed  by  the 
contributor  and  are  subject  to  approval  by  the  City  Librarian. 

BUILDING  USE  AND  CARE  PROCEDURES  FOR  MAIN  LIBRARY 

The  Library  has  published  a  manual  titled"Guidelines  For  Main  Library  Use  &  Care."  Please 
refer  to  this  manual  located  in  every  Main  Library  department.  The  guidelines  provide  detailed 
information  on  the  following: 

-Access  to  the  Main  Library 
-Working  Environment 

-Recycling  and  Waste  Management  (Also  discussed  in  Staff  Handbook) 

-Use  of  Staff  Facilities 

-Use  of  Equipment 

-Building  Interiors 

-Library  Collections 

-Mail  and  Delivery 

-Telephones  and  E-mail 

-Health  and  Safety  (Also  discussed  in  Staff  Handbook) 
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USE  OF  LIBRARY  RESOURCES,  MATERIALS  AND  STAFF  WORK  TIME 

Public  funds  and  resources  cannot  be  used  for  personal  or  private  purposes  or  employee 
organization  business  or  causes.  To  do  so  is  considered  a  misappropriation  of  public  funds  and 
is  prohibited.  Staff  time  in  the  workplace  or  City  &  County  materials,  supplies  or  equipment 
should  only  be  used  for  City  &  County  or  Library  supported  activities. 

The  following  includes  some  of  the  public  funded  resources: 

Staff  work-time,  photo-copy  machine,  work-station,  computer,  fax  machine,  telephone,  inter- 
office mail  distribution,  E-mail,  postage,  paper,  etc. 
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PUBLIC  RECORDS  PROCEDURES 


Public  records  procedures  addresses  departmental  policies  and  procedures  for  responding  to 
public  requests  for  records  under  the  California  Public  Records  Act  and  the  San  Francisco 
Sunshine  Ordinances,  as  well  as  requests  for  information  under  the  Sunshine  Ordinance.  It  is 
important  for  staff  to  be  familiar  with  these  procedures  in  order  to  ensure  that  all  such  requests 
are  handled  uniformly  and  expeditiously. 

Please  observe  the  following  procedures  when  responding  to  public  requests  for  documents  or 
information  concerning  departmental  matters.  The  procedures  set  forth  below  apply  only  to 
requests  for  information  or  copies  of  records  concerning  departmental  business, 
correspondence,  policy,  administration  and  similar  matters. 

It  is  important  to  distinguish  between  requests  for  these  kinds  of  information  and  documents, 
and  requests  for  copies  of  materials  contained  in  the  Library's  collections.  Such  materials  may 
be  inspected  and  copied  by  members  of  the  public  in  accordance  with  the  Library's  rules  and 
policies  governing  access  and  use  of  these  materials.  All  requests  for  records  or  documents 
other  than  materials  in  the  Library's  collections  are  subject  to  the  following  procedures. 

PUBLIC  RECORDS  ACT/SUNSHINE  ORDINANCE  PROCEDURES 

The  Public  Records  Act  and  the  Sunshine  Ordinance  govern  public  access  to  government 
records.  These  laws  authorize  the  public  to  inspect  or  obtain  copies  of  government  records 
except  in  instances  where  disclosure  is  specifically  exempted  by  these  laws,  or  where  the  entity 
withholding  the  records  can  demonstrate  that  the  public  interest  in  disclosure  of  the  records  is 
clearly  outweighed  by  the  public  interest  in  nondisclosure  of  the  records.  Most  of  the  Library's 
records  are  subject  to  disclosure;  exceptions  will  be  limited.  In  addition,  the  Sunshine 
Ordinance  establishes  requirements  for  responding  to  public  requests  for  departmental 
information. 

These  laws  provide  for  public  access  to  identifiable  records  already  in  existence.  With  one 
exception  noted  below,  Library  staff  are  under  no  obligation  to  create  new  documents  or 
compilations  of  information  in  response  to  a  public  record  request.  In  addition  there  is  no 
obligation  to  honor  "open  ended"  requests  for  information  or  records  that  are  not  yet  in 
existence. 

Examples  of  records  that  are  exempt  from  disclosure  include  1)  employment  test 
questions;  2)  employee  and  job  applicants'  personal  information  such  as  home  address, 
home  telephone  number,  social  security  number,  marital  status  and  medical  records;  3) 
drafts  of  contracts  that  are  currently  under  negotiation  between  the  City  and  outside 
parties;  4)  attorney-client  correspondence  between  the  Library  and  the  City  Attorney's 
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Office;  and  5)  patron  circulation  records. 


Examples  of  records  that  are  subject  to  disclosure  include:  1)  bills,  invoices  and 
employee  time  rolls;  2)  most  staff  reports  and  memoranda;  and  3)  letters  to 
Commissioners. 

1 .  ORAL  REQUESTS  FOR  INFORMATION 

The  Sunshine  Ordinance  imposes  a  unique  requirement  concerning  oral  requests  for 
information.  The  Public  Records  Act  does  not  require  public  entities  to  provide 
information  or  answer  questions.  It  only  requires  disclosure  of  records.  However,  the 
Sunshine  Ordinance  requires  that  each  department  designate  a  person  who  is 
knowledgeable  about  the  affairs  of  the  department  to  provide  information  to  the  public 
about  the  department's  operations,  plans,  policies  and  positions.  The  Ordinance 
requires  the  department  to  respond  to  all  inquiries  unless  it  would  take  the  employee 
more  than  fifteen  minutes  to  obtain  the  information.  The  City  Librarian  has  designated 
Marcia  Schneider,  Assistant  to  the  City  Librarian  for  Communications,  as  the  person  to 
whom  all  such  requests  should  be  directed.  If  the  Assistant  is  not  available,  David 
Price,  the  Assistant  to  the  City  Librarian,  shall  be  the  alternate  contact.  Although  the 
Sunshine  Ordinance  does  not  require  the  Library  to  respond  to  requests  for 
departmental  information  where  the  time  to  locate  the  information  and  communicate  the 
response  will  exceed  fifteen  minutes,  it  shall  be  the  policy  of  the  Library  to  respond  to 
such  requests  if  they  are  directed  to  the  Assistant  to  the  City  Librarian  for 
Communications  and  can  be  answered  without  an  undue  commitment  of  resources  that 
would  detract  from  the  Library's  ability  to  discharge  its  basic  functions. 

2.  WRITTEN  REQUESTS  FOR  RECORDS 

All  requests  for  copies  of  records  should  be  made  in  writing  and  directed  to  the 
Assistant  to  the  City  Librarian  for  Communications.  The  Assistant  will  contact  the 
appropriate  Chief  or  officer  if  the  document  is  not  available  in  the  Library 
Administration  files.  If  a  Branch  receives  a  request  for  records  located  at  the  Branch, 
staff  should  notify  the  Assistant  to  the  City  Librarian  for  Communications.  The 
Assistant  may  authorize  the  Branch  to  respond  directly  to  the  request,  or  ask  that  the 
request  be  forwarded  to  the  Assistant  to  the  City  Librarian  for  Communications  for 
response. 

3.  RESPONSE  TIME 

Staff  should  endeavor  to  respond  to  requests  as  quickly  as  possible.  The  maximum  10 
day  response  time  allowed  under  law  should  not  be  used  to  delay  more  prompt 
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responses  where  feasible. 

4.  "IMMEDIATE  DISCLOSURE"  REQUESTS 

The  Sunshine  Ordinance  provides  for  disclosure  of  many  types  of  records  within  24 
hours  where  such  a  request  is  properly  designated.  In  order  for  the  24  hour  deadline  to 
apply,  the  request  must  be  designated  as  an  "Immediate  Disclosure  Request"  across  the 
top  of  the  request  and  on  the  envelope  containing  the  request.  In  such  cases,  the  record 
should  be  made  available  to  the  requester  by  the  close  of  business  of  the  day  following 
the  receipt  of  the  request.  However,  if  the  request  is  complex,  or  the  records  sought  are 
voluminous,  or  if  responding  requires  additional  time,  the  Library  may  elect  to  take  an 
extension  of  time  afforded  by  the  Sunshine  Ordinance  (not  to  exceed  10  days).  Should 
an  extension  be  necessary,  the  Assistant  to  the  City  Librarian  for  Communications  must 
approve  notifying  the  requester  of  the  reasons  for  the  extension.  Notice  to  the  requester 
of  the  reason  for  the  extension  must  be  sent  in  writing  no  later  than  the  close  of 
business  of  the  day  following  the  receipt  of  the  request.  Given  the  time  constraints 
involved,  requests  for  immediate  disclosure  of  records  under  the  Sunshine  Ordinance 
should  be  directed  to  the  Assistant  to  the  City  Librarian  for  Communications.  Requests 
must  be  received  during  the  normal  business  hours  of  the  Administration  Department. 

5.  APPOINTMENTS  FOR  INSPECTION 

The  Public  Records  Act  and  Sunshine  Ordinance  authorize  public  access  to  records 
through  either  release  of  copies  of  the  records,  or  inspection  of  the  records.  When  a 
requester  seeks  to  inspect  records,  staff  may  set  up  an  appointment  to  make  the  relevant 
records  available  for  inspection.  Appointments  should  be  made  with  reasonable 
accommodation  of  staff  and  the  requester.  However,  unless  the  requester  agrees  to  a 
later  date,  any  such  appointments  should  be  set  up  within  the  appropriate  time  frames 
(e.g.,  either  24  hours  or  ten  days)  provided  by  law.  These  appointments  must  be  during 
the  normal  operating  hours  of  the  Administration  Department. 

6.  REIMBURSEMENT  OF  COPYING  COST 

Materials  that  are  duplicated  as  a  matter  of  course  for  public  distribution  (e.g., 
Commission  agendas)  should  be  available  at  no  cost  to  members  of  the  public.  Other 
materials  copied  specifically  for  the  requester  shall  be  available  at  $.  10  (ten  cents)  per 
page.  The  library  accepts  only  cash  or  bank  checks  and  payment  must  be  received  at 
the  time  that  the  documents  are  presented. 
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7.       FORM  OF  REQUESTS 


In  order  to  ensure  the  most  efficient  response  to  requests  for  Library  documents, 
requests  should  be  addressed  to  the  Assistant  to  the  City  Librarian  for  Communications. 
For  requests  that  appear  to  be  complex,  or  which  may  require  advice  from  the  City 
Attorney,  staff  should  ask  that  the  request  be  made  in  writing. 

Requests  for  documents  made  by  voice  mail  or  electronic  mail  should  be  accepted  even 
through  requests  made  through  these  formats  are  often  delayed  since  there  is  no  control 
over  when  and  how  they  are  received.  The  public  should  be  informed  of  the  possibility 
of  these  delays.  Requests  made  by  fax  will  be  responded  to  by  fax  (unless  otherwise 
requested)  provided  that  the  response  is  no  more  than  one  page  in  length,  and  the  fax 
number  for  response  is  located  within  the  415  area  code. 

8.  CLARIFICATIONS 

Any  staff  questions  about  whether  a  particular  document  must  be  disclosed,  or  about 
these  procedures  must  be  directed  to  the  Assistant  to  the  City  Librarian  for 
Communications  who  may  consult  with  the  City  Attorney  for  clarification. 
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TRAINING  AND  STAFF  DEVELOPMENT 
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TRAINING  MISSION  STATEMENT 


The  mission  of  the  San  Francisco  Public  Library's  Training  Division  is  to  provide  a  forum  to 
enhance  knowledge  and  performance  that  promotes  a  consistent  level  of  excellence  in  human 
resource  development  and  career  enrichment. 

I.  PURPOSE 

This  policy  provides  for  the  organized  delivery  of  effective  and  efficient  services  in  the 
area  of  human  resource  development,  individual  career  development,  professional 
development  and  organizational  development. 

II.  POLICY 

The  mission  of  the  Library  Training  Division  is  to  assist  the  Library  in  all  levels  of 
human  resource  development,  assist  management  to  make  the  most  effective  use  of 
these  resources,  and  offer  employees  greater  opportunities  for  personal  achievement  on 
the  job,  professionally  and  in  their  careers. 

The  Library  Training  Division  provides  a  variety  of  services  to  address  all  level  of  the 
human  resources  development  and  organizational  development  needs  of  the  Library. 
These  services  include  strategic  needs  analysis,  in-house  and  external  training 
programs,  meeting  facilitation  and  management  coaching. 

III.  PROCEDURES 

Registration  For  Training  Programs 

The  Library  Training  Division  coordinates  registration  of  all  Department  of  Human 
Resources  Programs  and  maintains  scheduling  for  the  6th  floor  training  room. 

Steps 

1 .  An  announcement  for  each  Library  training  program  will  be  published  on  Lynx  and  E- 
mail  to  all  staff  and  a  hard  copy  will  be  forwarded  to  division  Chiefs  for  dissemination. 
The  announcement  will  include  the  following  information:  target  audience  criteria, 
program  description,  dates,  times,  location,  instructor's  name,  procedure  for 
registering,  deadline  for  registration,  and  contact  for  questions. 

2.  The  Library  Training  Coordinator  will  coordinate  with  the  division  supervisor  to  create 
a  list  of  candidates  who  meet  the  target  audience  criteria  and  are  able  to  attend  on  the 
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dates  and  times  specified.  All  interested  staff  should  request  supervisor  approval  before 
enrolling  in  any  training  program.  If  the  training  program  is  offered  in  two  parts, 
candidates  are  required  to  attend  both  sessions  in  order  to  receive  a  certificate  of 
completion. 

3.  The  supervisor  will  send  the  candidates'  names  to  the  Training  Division. 

4.  The  Training  Division  will  send,  through  the  supervisor,  a  confirmation  notice  to  each 
candidate. 

DROP-OUTS  AND  ABSENCES 

Once  registration  in  a  program  is  confirmed,  attendance  in  the  program  should  be  top 
priority.  Failure  to  attend  should  be  for  illness  or  emergencies  only.  In  the  event  of  an 
illness  or  emergency,  the  Manager  must  notify  the  Training  Coordinator  or  designee  by 
telephone  or  e-mail  as  soon  as  possible. 

ATTENDANCE  SHEETS 

Attendance  sheets  will  be  completed  for  all  training  programs.  The  sheets  will  include 
the  person's  name  (printed),  signature,  and  the  date  of  the  program.  This  information 
will  be  placed  in  a  computer  database  managed  by  the  Library  Training  Coordinator. 

EVALUATION  OF  TRAINING  PROGRAMS 

All  In-house  training  programs  will  be  evaluated  using  the  form  developed  by  the 
Library  Training  Division.  The  evaluation  form  will  be  collected  at  the  end  of  the 
training  program.  The  completed  forms  will  be  analyzed  to  determine  potential 
improvements  to  the  program.  In  addition  to  this,  the  forms  will  be  used  to  assess  on- 
going training  needs. 

CERTIFICATE  OF  PARTICIPATION 

A  Certificate  Of  Participation  shall  be  awarded  at  the  completion  of  a  training  program. 
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TUITION  REIMBURSEMENT 


Eligibility  for  reimbursement  is  governed  by  the  provisions  of  certain  labor  contracts  between 
the  City  and  County  of  San  Francisco  and  employee  organizations.  It  is  reserved  for  those 
employees  in  classifications  represented  by  the  specific  employee  organization  and  bargaining 
unit.  Employees  must  consult  their  Memorandum  of  Understanding  for  specific  provisions 
regarding  maximum  reimbursement  limits  within  any  given  fiscal  year. 

WHAT  TO  DO  WHEN  REQUESTING  TUITION  REIMBURSEMENT 

If  you  are  enrolling  in  a  workshop  or  course  to  enhance  your  knowledge  related  to  library 
work  issues  and  intend  to  request  tuition  reimbursement,  you  must  complete  a  Tuition 
Reimbursement  Request  form  attaching  a  copy  of  the  course  registration  form  and/or  flyer 
which  contains  the  following  information:  Title  of  Course/Workshop,  dates(s)  of  course, 
sponsor  and  workshop/course  fee(s).  Tuition  Reimbursement  Request  forms  are  available  in 
the  Personnel  Department.  The  form  should  be  completed  and  signed  20  working  days  before 
the  workshop  or  course  date.   Your  supervisor  or  manager  will  review  and  submit  the 
application  to  the  Departmental  Personnel  Officer  or  Appointing  Officer  who  must  sign  the 
application  and  submit  it  to  the  Employee  Relations  Division  a  minimum  of  10  working  days 
prior  to  the  workshop  or  course  date.  You  will  receive  an  approval  letter  from  the  Department 
of  Human  Resources  prior  to  the  course  date.  If  an  approval  letter  is  not  received  prior  to  the 
course  date,  contact  the  following: 

CCSF  Department  of  Human  Resources 
Employee  Relations  Division 
44  Gough  Street,  3rd  Floor 
San  Francisco,  CA  94103 
Atten:  Tuition  Reimbursement 
(415)  557-4990 

WHAT  TO  DO  ONCE  YOU  COMPLETE  THE  COURSE  OR  WORKSHOP 

Upon  completion  of  the  course  or  workshop,  attach  proof  that  you  have  either  satisfactorily 
passed  the  course  or  attended  the  workshop.  This  can  be  a  certificate  of  completion, 
attendance,  or  other  documentation  provided  by  the  educational  institution  that  verifies 
completion  of  the  workshop  or  course.  Attach  evidence  of  payment  of  your  tuition  cost. 
Copies  of  a  receipt  from  the  educational  institution,  a  canceled  check  (both  sides),  a  credit  card 
statement,  or  similar  documents  are  all  acceptable. 

The  Department  of  Human  Resources  will  process  your  application  and  authorize  the 
Controller's  Office  for  payment  of  your  tuition  reimbursement  request. 
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STAFF  TRAINING  AND  DEVELOPMENT  COMMITTEE  (STADCOM) 


The  Staff  Training  and  Development  Committee  (STADCOM)  is  formed  pursuant  to  the  terms 
of  Memorandum  of  Understanding  between  the  San  Francisco  Public  Library  and  SEIU  Local 
790.  Staff  Training  and  Development  Committee  members  are  representatives  from  all  Library 
classifications  under  the  direction  of  the  Departmental  Personnel  Officer,  or  designee.  The 
Union  may  nominate  two  members  of  this  Committee.  STADCOM  assist  the  Library  Training 
Coordinator  to  identify  training  opportunities  for  Library  employees.  STADCOM  is 
responsible  for  developing  training  opportunities  as  broadly  as  possible  for  all  library 
classifications  consistent  with  management  priorities.  All  training  proposals  and  timetables  are 
subject  to  Library  Administrative  review  and  final  adoption. 

EDUCATIONAL  OPPORTUNITIES  COMMITTEE  (EOC) 

The  Educational  Opportunities  Committee  (EOC)  is  a  subcommittee  of  STADCOM.  EOC 
receives  funding  annually  from  the  Friends  of  the  San  Francisco  Public  Library.  The  funding 
enables  library  staff  to  attend  training  workshops,  conferences,  and  other  events,  for  the 
purpose  of  continued  education  and  enhanced  knowledge  and  development  in  their  library 
career.  Amounts  of  individual  awards  depend  on  the  size  of  the  initial  grant  from  the  Friends, 
the  number  of  requests  received  from  Library  staff,  the  time  of  the  year  and  the  balance 
remaining  at  the  time  of  the  request. 

To  request  funds,  library  staff  must  complete  form  SFPL-6,  (available  in  the  stockroom)  and 
submit  the  form  to  the  EOC  committee. 
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THE  SECURITY  DEPARTMENT 
OF  THE  SAN  FRANCISCO  PUBLIC  LIBRARY 
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LIBRARY  SECURITY  DEPARTMENT 


The  San  Francisco  Public  Library  Security  Department's  objective  is  to  ensures  a  safe 
environment  throughout  the  Library  system.  The  Security  Department  interfaces  with  patrons, 
employees,  library  materials  and  building  security  issues.  Security  is  available  24  hours  at  the 
Main  Library  and  during  all  open  hours  at  the  Branches. 

When  there  are  security  concerns  dial  557-  HELP  or  557-4357  for  immediate  assistance.  If 
there  is  immediate  danger  of  VIOLENCE  dial  91 1.  If  security  tells  you  to  call  the  police, 
call  911  if  it  IS  an  emergency  or  553-0123  if  it  is  NOT  an  emergency. 

When  you  call  the  Police  or  Security  tell  them  the  following: 

-WHO  you  are 
-WHERE  your  are 
-WHAT  is  happening 

-WHAT  does  the  person  look  like  (Sex,  race,  age,  size,  clothing,  facial  hair,  hair  style, 
glasses,  any  unusual  or  visible  features.) 

The  following  are  a  list  of  some  of  the  activities  that  are  prohibited  in  the  Library: 

Smoking; 
Sleeping; 

Eating  or  drinking; 

Disturbing  or  annoying  another  person  by  loud  and/or  unreasonable  noise; 

Fighting  or  challenging  to  fight,  or  using  offensive  words  inherently  likely  to  provoke 

violence; 

Ingesting  alcohol  or  entering  the  Library  under  the  influence  of  intoxicating  liquor  in 
such  a  condition  that  one  is  unable  to  exercise  due  care  for  one's  own  safety  or  the 
safety  of  others; 

Maliciously  cutting,  tearing,  defacing,  breaking  or  injuring  any  book  or  library 
property; 

Leaving  children  under  the  age  of  6  unattended  by  a  parent,  guardian  or  other 

authorized  person; 

Begging; 

Peddling  goods,  wares  or  merchandise,  or  any  article,  material  or  substance; 
Bringing  any  animals  into  the  Library,  except  guide  dogs  for  the  Blind  or  Deaf. 

The  Security  Department  request  that  each  Library  employee  familiarize  him/her  self  with  the 
library's  posted  rules  and  obey  them. 
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I.  MAIN  LIBRARY  BUILDING  EMERGENCY  INFORMATION 

The  Library  has  published  a  Main  Library  Building  Emergency  Information  Plan  whose 
purpose  is  to  ensure  Library  employee  safety  and  to  meet  the  California  Code  of  Regulations, 
Title  19  (Public  Safety),  and  Appendix  VI-G  of  the  San  Francisco  Fire  Code.  Please  refer  to 
this  document  for  detailed  emergency  information. 

The  following  will  in  part  advise  of  the  locations  and  functions  of  the  Main  Library  safety 
features: 

FIRE  ALARM  SYSTEM:  The  fire  alarm  system  uses  smoke  detectors,  pull  stations,  and 
water  sprinkler  flow  to  activate  the  fire  alarms  throughout  the  building  and  notifies  the  San 
Francisco  Fire  Department  via  the  system-monitoring  program.  The  activated  device  sends  a 
signal  to  the  Fire  Control  Center  located  near  Hyde  Street  entrance  on  the  first  floor. 

FIRE  EXTINGUISHERS:  Throughout  the  building  and  near  each  hose  station  are  fire 
cabinets  which  contain  a  10-pound  A-B-C  dry-chemical  fire  extinguisher.  These  extinguishers 
are  suitable  for  trash,  wood,  paper,  flammable  liquids  and  electrical  fires. 

FIRE  ALARM  &  PUBLIC  ADDRESS  SYSTEMS:  Upon  activation  of  a  detection  device 
or  pull  station,  the  fire  alarm  horns  will  sound  and  alarm-strobe  lights  will  activate.  The  alarm 
is  three  slow,  electronically-generated,  whoops  followed  by  a  recorded  message  which  is 
repeated  twice.  The  alarm  will  continue  until  manually  terminated  by  the  Fire  Department. 

FIRE  EMERGENCY  SCRIPT:  Will  require  all  staff  and  public  to  follow  the  exit  signs 
directing  you  to  the  fire  stairwells  to  exit  the  building  and  NOT  to  use  the  elevators. 

EXIT  STAIRCASES:  Fire  Exit  Staircase  #1  serves  the  sixth  floor  to  the  lower  level,  on  the 
south  side  of  the  building,  and  exits  onto  Grove  Street.  Fire  Exit  Staircase  #2  serves  the  sixth 
floor  to  the  first  floor,  on  the  south  side  of  the  building,  and  exits  onto  Grove  Street.  Fire 
Exit  Staircase  #3  serves  the  sixth  floor  to  the  lower  level,  on  the  northeast  side  of  the  building, 
and  the  Children's  Terrace,  and  exits  onto  Hyde  Street. 

SCRIPT  FOR  ALL  CLEAR:  This  is  an  all-clear  message,  Library  staff,  please  return  to 
your  work  areas. 

EARTHQUAKE  SCRIPT:  Earthquake.  Take  cover  immediately  under  a  table,  desk,  or 
doorway.  Duck,  cover,  and  hold. 
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PROCEDURES  FOR  EMPLOYEES  WITH  DISABILITIES:  Employees  with  disabilities 
will  be  assisted  to  their  assigned  exit  by  the  aide  they  have  selected  and  await  the  arrival  of  the 
Fire  Department. 

PROCEDURES  FOR  PATRONS  WITH  DISABILITIES:  Members  of  the  public  with 
disabilities  will  be  assisted  by  floor  wardens  and  area  wardens  who  will  have  been  trained  to 
assist  individual  with  special  needs. 

CIVIL  DISTURBANCES:  In  the  event  of  a  large-scale  civil  disobedience,  the  City 
Librarian  or  his  designee  will  determine  whether  to  close  the  facility. 

MEDICAL  EMERGENCY:  A  staff  person  who  becomes  aware  that  an  individual  is  in 
medical  distress  should  immediately  phone  9-911  to  report  the  problem  and  location.  Security 
should  then  be  called  at  extension  HELP  in  order  to  provide  CPR  or  first  aid  if  necessary. 
The  Supervisor  of  the  area  should  then  be  apprised  of  the  situation. 

BOMB  THREAT:  An  employee  who  receives  a  phoned-in  bomb  threat  should  refer  to  the 
Bomb  Threat  Chek  list  while  the  call  is  in  progress  and  should  keep  the  caller  on  the  line  as 
long  as  possible.  The  employee  should  ask  the  caller  when  and  where  the  explosive  is  set  to 
discharge.  The  employee  should  listen  closely  for  voice  quality,  speech  impediments, 
background  noises,  and  the  speaker's  logic. 

The  employee  should  call  the  Police  Department  at  9-911,  report  the  bomb  threat,  and  answer 
all  questions  asked  by  the  operator.  The  employee  should  then  notify  the  library  supervisor, 
who  will  notify  the  Chief  of  Main. 

Public  Library  staff,  in  the  event  of  a  bomb  threat,  will  not  touch,  move,  or  jar  any  suspicious 
object  or  anything  attached  to  it. 

II.  BRANCH  SYSTEM  EMERGENCY  INFORMATION 

1.  In  life  threatening  situations,  e.g.,  fire,  bomb  threats,  etc.,  evacuate  the  building  first. 
Make  necessary  telephone  calls  from  nearest  public  telephone.  (See  separate  sections  in 
Branch  Emergency  Manual  for  details) 

2.  If  in  doubt  regarding  how  to  proceed,  telephone  the  Chief  of  Branches  (557-4353). 

a.  If  the  Chief  of  Branches  is  unavailable,  call  the  Acting  Chief  of  Branches.  During 
weekdays,  the  Assistant  Chief  of  Branches  is  the  Acting  Chief  in  the  absence  of  the 
Chief  of  Branches. 
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b.  During  evenings  and  weekends  consult  the  list  of  Acting  Chiefs. 


3.  Do  not  use  558-6161  (Public  Works  Emergency)  unless  the  Main  Library  is 
closed  and  you  are  unable  to  contact  the  Engineer  at  his  home  phone  number  (see 
appendix  to  Branch  Emergency  Manual.) 

4.  Do  not  use  the  91 1  emergency  service  number  unless  life  or  property  is  in  immediate 
danger. 

5.  Every  emergency  must  be  reported  by  filling  out  an  Incident  Report  (see  appendix  to 
Branch  Emergency  Manual.) 

6.  Back-up  in  emergency  situations.  Staff  members  should  be  alert  to  problem  situations 
when  a  fellow  staff  member  needs  their  support.  No  fewer  than  two  staff  members 
should  be  present  with  a  troubled  individual,  particularly  if  the  individual  needs  to  be 
guided  out  of  the  branch.  Having  a  staff  member  as  a  witness  is  quite  helpful  in  such 
situations. 

7.  First  aid  kits  are  provided  to  branch  libraries.  All  staff  members  should  be  aware  of 
the  location  of  these  kits.  The  contents  should  be  regularly  checked  to  make  sure  that 
there  are  sufficient  usable  first  aid  supplies.  If  supplies  are  needed,  they  may  be 
requisitioned  from  the  Engineer. 

8.  Flashlights  are  provided  to  all  branch  libraries.  Branches  should  check  regularly  to 
ensure  that  their  flashlights  are  in  good  working  condition.  All  staff  members  should  be 
aware  of  the  location  of  their  branch's  flashlights  and  be  able  to  find  them  quickly  and 
easily.  Additional  flashlights  and  batteries  may  be  ordered  from  the  Stockroom. 

9.  In  event  of  a  power  failure,  those  branches  with  telephones  dependent  upon  electrical 
power  have  been  provided  an  emergency  phone.  Staff  should  be  aware  of  location  and 
use. 

10.  Battery  operated  radios  are  provided  for  all  branches  to  use  in  emergencies.  Additional 
batteries  are  available  from  the  stockroom. 
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Section  Twelve 


HEALTH  AND  SAFETY 
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OCCUPATIONAL  INJURIES  AND  ILLNESS 


The  San  Francisco  Public  Library  remains  in  compliance  with  the  California  State  Legislature 
emergency  statute,  Chapter  1369,  Cal-OSHA,  and  the  Occupational  Safety  and  Health  Act  of 
1970.  The  Library  recognizes  that  at  times  its  employees  may  work  in  an  environment  or 
engage  in  activities  that  present  potential  hazards  to  health  and  safety.  It  is  the  goal  of  the 
Library  to  minimize  that  risk  and  to  the  greatest  extent  possible,  eliminate  it.  To  this  end  the 
Library  has  established  an  Illness  and  Injury  Prevention  Program  Manual.  The  manual  is 
located  in  each  Library  department  for  review. 

Each  Library  employee  has  some  responsibility  for  the  overall  safety  of  the  workplace. 
Specific  responsibilities  include  the  following: 

-Know  and  observe  all  health  and  safety  rules  and  procedures  that  apply  to  the  job 
assignment. 

-Ask  for  assistance  when  the  safe  way  to  do  a  job  is  not  fully  understood. 

-Use  personal  protective  equipment  when  required. 

-Report  any  unsafe  working  conditions  or  work  practices. 

-Report  all  injuries,  no  matter  how  minor;  report  all  near-miss  accidents. 

-Assure  that  proper  backup  or  safeguards  are  in  place  when  working  under  hazardous 
conditions. 

-Attend  all  required  safety  training  and  medical  monitoring  appointments. 

If  in  your  opinion  there  is  a  hazardous  working  condition  that  is  likely  to  cause  injury  or  has 
even  a  moderate  possibility  of  resulting  in  a  serious  injury  notify  your  supervisor  or  the 
Facilities  Manager  at  557-4245  immediately. 

WORKER'S  COMPENSATION  PROCEDURE 

If  you  incur  a  work  related  injury  or  illness,  take  the  following  steps: 

1)  Notify  your  supervisor  immediately  and  complete  the  FORM  1,  Employee's  Claim 
for  Worker's  Compensation  Benefits.  Your  supervisor  should  provide  you  with  a 
copy  of  this  form  and  the  form  is  also  located  in  the  Library  Personnel  Department. 
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Your  supervisor  must  complete  and  sign  Form  2,  the  Employers  Report  of 
Occupational  Illness  and  Injury  and  the  Supervisors  Incident  Investigation 
Report. 

Your  supervisor  should  submit  all  forms  to  the  Library  Personnel  Department. 

2)  If  necessary  to  seek  treatment  between  8:00  AM  -  5:00  PM,  Monday  thru  Friday,  go 
directly  to  UCSF  Occupational  Medicine  Clinic  at  1515  Scott  Street,  on  the 
corner  of  Scott  and  Geary.  (Telephone  885-770) 

If  necessary  to  seek  treatment  after  hours  and  on  the  weekend,  go  directly  to  Mount 
Zion  Hospital  Emergency  Department  located  at  1660  Divisadero  Street,  enter 
on  Sutter  Street. 

3)  If  you  wish  to  use  your  own  physician,  you  must  request  to  designate  your  physician  in 
advance  and  in  writing.  If  you  have  predesignated  a  personal  physician,  you  may  seek 
initial  care  from  that  physician.  Your  predesignation  of  a  physician  will  be  maintained 
in  the  Library  Personnel  Department. 

4)  After  seeking  treatment,  you  must  obtain  a  work  release  prior  to  returning  to  work. 

5)  If  you  are  released  from  duty,  you  must  notify  your  supervisor  of  the  reason  for  and 
duration  of  absence.  You  should  submit  your  doctors  verification  of  reason  provided 
with  your  date  (s)  of  absence. 

6)  If  you  have  been  absent  on  worker's  compensation,  and  are  subsequently  released  to 
duty,  you  must  report  to  duty  no  later  than  the  beginning  of  your  next  regularly 
scheduled  shift. 

It  is  your  responsibility  to  notify  your  supervisor  of  any  changes  in  your  worker's 
compensation  status. 

For  more  information  regarding  injury  and  illness  prevention  contact  the  Library  Personnel 
Department  and  or  the  Library  Health  and  Safety  Committee. 
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MATERIAL  SAFETY  DATA  SHEETS  (MSDS) 

Chemical  manufacturers  are  required  to  determine  the  physical  and  health  hazards  of  each 
product  they  make,  and  must  let  users  know  about  those  hazards  by  using  container  labels  and 
by  supplying  Material  Safety  Data  Sheets  (MSDS). 

In  order  to  comply  with  Occupational  Safety  and  Health  Administration  codes  and  to  ensure 
the  safety  of  staff  and  the  workplace,  the  Public  Library  requires  that,  before  any  worker  or 
department  introduces  chemicals  into  the  library,  the  Engineering  department  is  first  provided 
MSDS  information  and  approves  the  use  of  the  chemical.  This  requirement  covers  both  the 
Main  and  branches,  and  includes  cleaning  products  and  solvents.  An  employee  with  questions 
regarding  the  library's  MSDS  procedure  should  contact  the  Engineering  department  at  557- 
4228.  Employees  should  ask  their  supervisors  or  Engineering  about  getting  rid  of  old,  unused 
chemical  products. 

MSDS  information  can  protect  the  public  and  staff  by  ensuring  that  hazards  in  the  workplace 
are  known. 

Material  Safety  Data  Sheets  include  the  following: 

Section  I  identifies  what  is  in  a  chemical,  who  makes  it,  their  address,  emergency 
phone  number,  and  when  the  MSDS  was  prepared. 

Section  II  lists  hazardous  ingredients  and  limits  to  worker  exposure. 

Section  HI  contains  physical  and  chemical  characteristics  of  the  product,  such  as 
solubility,  melting  point,  odor,  and  evaporation  rate. 

Section  IV  describes  physical  hazards  and  procedures  to  handle  hazards. 

Section  V  explains  reactivity,  and  substances  and  situations  to  avoid. 

Section  VI  states  health  hazards  and  emergency  and  first-aid  procedures  to  follow  if  an 
accident  occurs. 

Section  VII  deals  with  precautions  to  observe  in  handling  substances  and  what  to  do  if  a 
substance  spills  or  leaks. 

Section  VEI  lists  control  measures  to  reduce  harmful  exposure. 

It  is  vital  to  the  security  and  safety  of  everyone  that  staff  in  the  branches  and  Main  submit 
MSDS  information  to  Engineering  prior  to  introducing  chemicals  into  the  workplace. 
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EMPLOYEE  INFORMATION  AND  REFERRAL  SERVICE 


The  following  agencies  are  available  for  assistance  to  employees. 
Employee  Assistance  Program 

1390  Mission  Street,  4th  Floor,  San  Francisco,  CA  554-9580 

Alcohol/Drug  Information  and  Referral 

National  Council  on  Alcoholism  (NCA)  861-4000 

Consultation 

National  Council  on  Alcoholism  (NCA)  861-4000 
Division  of  Alcohol  Programs  558-2356 

Mental  Health 

Mental  Health  Information  and  Referral  Line  387-5100 
Suicide  Prevention,  INC.  221-1423 

HIV  Counseling  and  Testing  Service 

Confidential  counseling  and  testing  to  City  and  County  employees  who  experience  discrete 
exposures  to  blood  and  body  fluids.  821-8971 

Infection  Control 

For  information  on  infection  control  contact  the  Infection  Control  Coordinator  at  206-8684 
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VOLUNTEER  SERVICES 
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VOLUNTEER  SERVICES 


Library  volunteers  on  assignment  through  the  Office  of  Volunteer  Services  provide  thousands 
of  hours  of  help  each  month  by  leading  tours  of  the  Main  Library;  delivering  books  to 
homebound  people  with  AIDS;  answering  basic  questions  about  Library  computer  technology; 
sorting  and  shelving  materials;  maintaining  vertical  and  historical  files;  and  providing  general 
assistance  at  the  request  of  Library  staff  members.  They  are  expected  to  be  reliable  and 
qualified  for  any  position  which  they  accept,  and  are  expected  to  follow  the  policies 
established  by  the  Library. 

Volunteer  Services  also  works  in  collaboration  with  City  Guides  (historic  and  architectural 
walking  tours  of  San  Francisco),  the  Friends  of  the  San  Francisco  Public  Library  (Main 
Library  Welcome  Desk  and  off-site  outreach  projects),  the  Library  Foundation  (clerical  and 
fundraising  assistance)  and  Project  Read  (literacy  training  for  adult,  native  speakers  of 
English),  and  supplies  volunteers  to  those  projects/organizations  when  needed. 

The  Director  of  Volunteer  Services  is  responsible  for  recruiting,  screening,  training,  placing, 
tracking,  and  (if  necessary)  removing  volunteers  in  the  Main  Library,  the  branches,  and  the 
administrative  offices.  Volunteer  training  materials  (orientation  manual,  docent  manual, 
computer  orientations)  are  prepared  through  Volunteer  Services  in  collaboration  with  other 
Library  staff  members.  Operational  polices  are  established  by  a  Volunteer  Program  Support 
Committee  which  includes  staff  from  various  Library  facilities  and  departments. 

Employees  are  not  and  cannot  be  replaced  by  volunteers  since  SEIU  790' s  contract  with  the 
City/County  of  San  Francisco  states  "The  City  shall  not  use  paid  or  unpaid  volunteers,  SWAP, 
GAIN,  GA  Workfare,  or  similar  programs  to  displace  permanent  employees." 
Staff  members  who  are  interested  in  obtaining  volunteer  assistance  should  contact  the  director 
of  Volunteer  Services  at  557-4280. 
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RECYCLING  OFFICE  PAPER 


In  March  1988,  the  Board  of  Supervisors  unanimously  adopted  a  resolution  to  make  office 
paper  recycling  a  City  and  County  policy  of  the  highest  priority.  In  1992,  the  Board  reaffirmed 
the  City's  commitment  to  waste  reduction  by  passing  the  Resources  Conservation  Ordinance 
which  mandated  all  Cities  and  Counties  to  reduce  their  waste  by  50%  by  the  year  2000  or  face 
fines  of  up  to  $10,000  per  day.  The  City  and  County  of  San  Francisco  has  one  of  the  finest 
municipal  paper  recycling  programs  in  the  country.  In  1989,  City  and  County  employees 
recycled  300  tons  of  white  paper  and  computer  paper,  and  thereby  raised  $37,000  for  the 
city's  General  Fund. 

Take  part  in  these  recycling  efforts.  Each  Library  division  or  office  has  recycling  bins  in 
central  and  convenient  locations,  and  all  employees  may  request  an  individual  recycling  box 
for  your  desk  areas.  If  you  would  like  a  recycling  box  or  have  questions,  contact  the  City  and 
County  Recycling  Program  at  554-6194. 
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